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BBenenue
Mertoauyeckne ykasaHus 1o gucuuiuinHe  «MHocTpaHHBIH  A3BIK B cdepe

npodeccCuoHaNbHOM KOMMYHUKALIMNY pa3padoTaHbl B COOTBETCTBUH ¢ yueOHbIM miaHnoMm, ®I'OC
BO no nanpasnenuto moarorosku 09.03.02 MadopmaimoHHbIe CHCTEMBI U TEXHOJIOTHH.

B HacTosdmee Bpems KoHIenuMs oOpa3oBaHMs B Halled CTpaHe MPETEpIIEeBAET
CyllecTBEHHbIE M3MeHeHus. 1o BbICOKOOOpa30BaHHBIM CHEMAIMCTOM CEroJHsl IOHUMAaeTcH,
MPEKIE BCEro, YelOBEK KOMIIETEHTHBIM, OTIMYHO pazOuparomuiicas B NpodhecCHOHATBHBIX
BOIIPOCAX, JEMOHCTPUPYIOUIMN BBICOKUHA YPOBEHb MPAKTUYECKOrO0 MPHUMEHEHMS CIEHUaIbHBIX
HABBIKOB U YMEHUH. B 3TO¥ CBS3M KOMIIETEHTHOCTHBIN MOXO0/, C TIO3HUIIMA KOTOPOTo 00ydeHue
paccMaTpuBaeTCs CKBO3b MPU3MY TPEOOBAHUN COBPEMEHHOTO PHIHKA TPYyJAa, MPHOOpETaeT i
poccuiickoro oopazoBanus Bcex GOpM U YPOBHEH 0COOEHHYIO aKTyaIbHOCTb.

®opmupoBaHue aIeKBaTHOTO MOHUMAaHHS CBOUX CIOCOOHOCTEH, OCO3HAHUS CIIeIU(UKH
U TpeOOBaHWH BBHIOpAHHOW TPOMHECCUU WHIUBUAOM SIBJISICTCS OJHUM U3 TPHOPHTETHBIX
HaIpaBJeHUNW KOMIIETEHTHOCTHOTO Toaxoda B oOpa3zoBanuu. Ilemarornueckuii mporecc
OpPraHU30BBIBAETCS TAKUM 00pazoM, yToObI 00y4YaroIIKecs He TOJIbKO MOJy4Yald HOBBIC 3HAHUS,
HO Y UMEJIM BO3MOKHOCTb ITOCTOSIHHO IPUMEHATH UX Ha IIPAKTHUKE.

AKTYaTlbHOCTh TEMATHKH JTAHHOTO TIOCOOUS COCTOUT B HEOOXOAMMOCTH (POPMUPOBAHHUS Y
CTYJE€HTOB-KYpPHAJIUCTOB CIIOCOOHOCTH Y4YacTBOBaTh B HEMOCPEICTBEHHOM JAHANIOre KYJBTYP,
NPUMEHATh CBOM 3HAaHUS Ha YpPOBHE [IEJIOBOM KOMMYHHUKAIIMM, COBEpPLIEHCTBOBATHCS B
WHOCTPAaHHOM SI3bIKE M HCIOJB30BaTh €ro NJs YyriayOJeHHs CBOUX 3HAHUW B Pa3IUYHBIX
o0nacTsx OOILIECTBEHHOW J>KM3HM, YTO MOXKET OBITh JOCTUTHYTO IIOCPEJICTBOM BBEJEHUS
KOMITIETEHTHOCTHOTO TI0/IX0/1a B MPAKTUKY MPETOJaBaHUsI AaHTJIUHCKOTO SI3bIKA.

OcHoBHas 11e1b JAaHHOTO y4eOHOTO MOCOOMS — MOJATOTOBKA CTYACHTOB K 3aKPEIUICHUIO
Yy HUX KOMIIOHEHTOB KOMMYHHUKAaTUBHOM KOMIIE€TEHLIUH, YTO MO3BOJUT UM Ha YPOBHE U3YUEHUS
AHTJIMICKOTO SI3bIKA B TIOJIHOW MEpe BOCIPUHUMATHh U BOCIPOU3BOAUTH PEUb, B COOTBETCTBUU C
YCJIOBHSIMU PEUEBOUM KOMMYHHKAIIAHU.

K tomy xe, ®I'OC BO opueHTHpYET HAc Ha JEATEIbHOCTHBIA XapakTep oOpa3oBaHMs,
Ha OBJAJIEHWE CTyJACHTaMH OOOOIICHHBIMH crocobamMu  y4yeOHOW, [03HABaTEIbHOM,
KOMMYHHMKATUBHOM, IPAKTUYECKON U TBOPUYECKON JEATENbHOCTH. Takol moaxoa K o0pa3oBaHUIO
MO3BOJISIET TOBOPUTH O HEOOXOIUMOCTH (OPMHUPOBAHUS yI€OHO-TIO3HABATEILHON KOMIIETEHITUN
Kak 00 OJHOM M3 OCHOBHBIX HANpPaBIEHUN MOJECPHU3ALMU COACpkKaHHUs 0Opa3zoBaHUS, YTO
OTPa)KEHO B 3asiBIeHHOM Hamu Y MK.

Bce 310 HaxoauT cBOE OTpakeHHE Ha 3aHITHAX MO TUCHUTUTNHE «IHOCTpaHHBIN S3BIK B
chepe npodeccnoHanbHON KOMMyHUKamu» B cooTBeTcTBUU ¢ PI'OC BO u obmmmu niensimu

OII BO.



B pesynbrare ocBO€HUS JUCIHUILIMHEI 110 3aBJIEHHOMY y4eOHOMY MOCOOUIO Y CTy/I€HTa

bopMHpYIOTCS CIEAYIONINE KOMIETECHIHH:

® (CrocoOeH OCYIIECTBIATH JIEIOBYI0 KOMMYHHKAIIMIO B YCTHOW M MHCbMEHHOMN
dbopMmax Ha rocynapcTBeHHOM si3bike Poccuiickoit denepanuy 1 HHOCTPAHHOM
(b1x) s13b1KE (ax) (YK-4)
B pe3ynbpTare 0CBOCHUS AUCUUILIMHBI CTYICHT JIOJKEH:
3HaTh: TUTEpaTypHyr0 (OpPMYy TOCYJApCTBEHHOTO $3bIKa, OCHOBBI YCTHOW W
MUCbMEHHOW KOMMYHHUKAIlMM HAa WHOCTPAHHOM Sf3bIKE, (YHKIMOHAIbHBIE CTHJIM POJHOTO M
MHOCTPAHHOTO S3bIKOB, TPEOOBAHHUS K JIEJIOBOM KOMMYHUKAILIUN
YMerb: BbIpakaTb CBOM MBICIM Ha TOCYJIapPCTBEHHOM, POJHOM M MHOCTPAHHOM SI3BbIKE B
CUTYaLMH JICJIOBOM KOMMYHHKALIUU
Bnanerb: HaBBIKAMM COCTaBIICHHSI TEKCTOB HAa TOCYJIAPCTBEHHOM U POJHOM SI3bIKaXx,
MEepeBO/Ia TEKCTOB C HMHOCTPAHHOIO fA3bIKA HAa POJHOM, TOBOPEHUS HA TOCYAApPCTBEHHOM U
WHOCTPAHHOM SI3BIKAX JIJIS aKaJIEMHUYECKOTO U MPO(EeCCHOHATBHOTO B3aHMOICHCTBHS
Lenbpr0 MpakTUYECKUX 3aHATHNA SABJISETCA 3aKPEIUICHHE TEOPETUYECKUX 3HAHUN H
NpUOOpEeTEeHNEe MPAKTUYECKUX YMEHUH U HABBIKOB, HEOOXOAMMBIX JUISI OCBOCHHS OCHOBHBIX
CTpaTerui J1e10BOM KOMMYHHUKAIIMU HA U3YYaEMOM SI3bIKE.
Meroanueckue  peKOMEHJAIMKM 10  KKIOM  NPAKTHYECKOM  paboTe  MMEIT
TEOPETHUECKYI0 YacTh, HEOOXOAMMYIO JUIsl BBITIOJIHEHUS TPAKTUYECKUX 3a1anuid. [IpakTudyeckue

3aJlaHuA OPraHU4HO COUYCTAIOTCA C TCOPCTUUCCKUMU 3HAHUSMMU.
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He.]]b: OBJIaICHUC CTyACHTaMH KOMMYHI/IK&THBHO?I KOMHCTGHHHeﬁ, KOTOpass B
aanLHeﬁmeM MO3BOJJIUT IMOJB30BATHCA HWHOCTPAHHBIM  A3BIKOM B Pa3JIMYHBIX 06JIaCT$IX
npod)eCCHOHATBHON JeATEIbHOCTH, B HAyYHOHM M TIPAKTUYECKOM padoTe, B OOIICHHH C
3apyOeKHBIMU MTAPTHEPAMHU, JIJIsl CaMOOOpa30BaHUS U IPYTHX IICIICH.

AKTyaJIbHOCTb O6YCJ'IOBJ'I€Ha BCE BOSp&CT&IOHIGﬁ BOCTpe6OBaHHOCTLIO CIIenuaJnucTosB,
BJIAACHOIINX HWHOCTPAHHBIM SI3BIKOM KaK CPCACTBOM ACJIOBOI0 OGH.ICHI/ISI B YCJIOBUAX UHTCTpallun
B MHUPOBYIO IIPOMBIIINICHHOCTb, 9dKOHOMUKY U IIPaBO. OcCHOBHEBIE TPYAHOCTH CBsA3aHbI, I''TABHBIM
o0Opa3oMm, ¢ HeZOCTaTKOM ()OHOBBIX 3HAHWUK B O0JIACTH SKOHOMHUKM M OW3HECA M HE3HAHUEM
aHTJINHACKUX YKBUBAJICHTOB O6H.[€HpI/IH$ITBIX TEPMHUHOB U MMOHSTHH.

®opmupyembie komnerenuuu: YK-4

Teopernueckasi 4acTh

What is a career?

Career is defined by the Oxford English Dictionary as «an occupation undertaken for a
significant period of a person’s life and with opportunities for progress: the time spent by a
person in a career; the progress through history of an institution, organization, etc.; [as modifier]
working permanently in or committed to a particular profession; [as modifier] (of a woman)
interested in pursuing a profession rather than devoting all her time to childcare and
housekeeping» (Oxford Dictionary online).

Career is the progress and actions taken by a person throughout a lifetime, especially
those related to that person’'s occupations. A career is often composed of the jobs held, titles
earned and work accomplished over a long period of time, rather than just referring to one
position.

The term 'career' was traditionally associated with paid employment and referred to a
single occupation. In today's world of work the term 'career' is seen as a continuous process of
learning and development.

Contributions to a career

Contributions to a career can include:

Work experience

Work experience gives you time at a workplace to learn about an occupation or industry. You
may observe others or complete tasks. It is an opportunity to develop skills and networks and to
decide what you would like to do.

Types of work experience

Work experience may be paid or unpaid. It may be for a few days, a few weeks or a year. It may
be observation, work shadowing, volunteer work, a structured work placement, a cadetship or an
internship.

Benefits of work experience

Work experience can provide:

insights into what a job involves

structured, supervised, hands-on experience

useful work skills that are recognised in the workplace

confidence in your ability to learn and become competent at new tasks

work/life skills, such as communicating effectively, or working in teams

a chance to demonstrate how you can contribute in a work environment

an understanding of the world of work

an opportunity to demonstrate commitment and reliability

a new referee to add to your resume



an employment opportunity.

Community involvement

Community involvement gives you opportunities to network and gain valuable skills, knowledge
and experience.

Your community is made up of lots of different groups of people, for example:

school boards and committees

youth organisations

professional interest groups

not-for-profit enterprises

cultural and creative groups

volunteer groups.

Community involvement is about joining one or more of these groups to exchange ideas, build
partnerships and make things happen. You may already be involved with a group, or thinking
about joining one.

If you’re looking for work, joining a community group can help you by:

showing that you can be committed to a task for a substantial period

demonstrating your skills to an employer

giving you new skills to bring to the paid workforce. For instance, as treasurer of your local
neighbourhood watch committee you can develop book-keeping skills.

increasing your knowledge of an area you’re interested in. You can apply this knowledge to
volunteer work, or in a paid work setting.

showing what kind of a person you are—you can include it among your interests in your resume.
Employment

There are lots of different ways to work, and they change all the time. Different types of workers
include:

a) employees work for a public or private employer and is paid. An employee could also be
a person who operates his or her own business, whether or not they hire employees.

b) employers operate his or her own business, or works in a profession or trade, and hires
one or more employees.

c) self-employed workers operate a business, or works in a profession or trade, and hires no
employees.

d) contributing family workers work without pay in an enterprise operated by a relative.

e) full-time workers work 35 hours or more a week, in one or more jobs.

f) part-time workers work less than 35 hours a week.

g) permanent or casual workers. A permanent worker receives either paid holiday or paid
sick leave—and can receive both. Casual workers have no entitlement to paid leave.
Casual workers are often paid a ‘casual loading’ to compensate them for the lack of these
entitlements.

h) temporary workers are hired for a limited period to fill a short-term need. The length of
employment is established at the outset.

i) on call or standby workers agree to be available and contactable for work at any time
during an agreed period—for example, over a weekend. Some of these arrangements
include an allowance for being on call.

J) people who work flexible hours employees work a certain number of hours but vary the
times when they work extra hours in a certain period to allow them to take time off in
another period.

k) shift workers. Some businesses have to keep functioning 24 hours a day—for example,
mines, some factories, bank processing centres and hospitals. Shift work is work
organised to keep such workplaces operating. Sometimes workers take turns at the less
popular shifts (generally night shift). Sometimes different types of work are done on
different shifts, so a worker is permanently employed on a particular shift.



I) people who share job. Job sharing involves dividing one full-time position into two or
more part-time positions. For example, one employee might work three days a week and
another work the other two.

m) contractors. Under a contract arrangement, an organisation or individual provides a
particular service, or undertakes a particular task, at an agreed price or rate, generally for
a specified period.

Enterprise activities

An enterprise is an activity or project that produces services or products. Different types of
enterprises include:

big corporations

medium-sized industrial or commercial operations

small businesses

charities

religious organisations

government organisations

clubs and associations.

Entrepreneurs are people who organise and manage an enterprise by creating new business or
community possibilities.

In some workplaces and industries, being enterprising or having an entrepreneurial attitude or
talent is highly valued.

Training

As part of your work life, training activities:

teach you how to do new things

upgrade your skills and knowledge

maintain your levels of competency.

Training can be formal, resulting in a qualification when you complete it. It can also be informal,
adding to your general skill base without giving you a qualification.

Education

Education is part of your lifelong learning process. Any person’s career will probably involve a
combination of formal and informal education.

Informal education refers to all other deliberate forms of learning and includes learning settings
such as:

workshops

seminars

professional development activities

adult community education courses

leisure courses

guest speakers’ talks

conferences

self-directed learning

labour market programs.

Informal education can play a vital role in your career. It allows you to demonstrate commitment
to and interest in a particular subject, and it keeps you up to date on the latest concepts and
practices in your career field.

Interests

What are your interests?

Stop for a minute and think about these questions:

Where do you most enjoy directing your energy, time and talents?

Is there some activity you take part in that makes you lose track of time?

What would your ideal job be?

What kind of games or activities do you most enjoy being involved in?

Think about things you’ve achieved in the past, for example:
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you volunteered at a community event

you wrote a poem or story that was published

you designed a computer program.

Understanding the common features of your different interests can help you choose an
occupation or a course of study.

As you gain more experience in the world of work and undertake a variety of life experiences,
you are building your unique career path. All life experiences, including paid work, sporting
interests and managing a household should be drawn upon as evidence to a potential employer
that you are the person for the job.

Take-aways

1. Career is the progress and actions taken by a person throughout a lifetime, especially
those related to that person's occupations. A career is often composed of the jobs held,
titles earned and work accomplished over a long period of time, rather than just referring
to one position.

2. Contributions to a career can include: work experience, types of work experience,
benefits of work experience, community involvement, employment, enterprise activities,
training, education, interests.

Writing Reports
1. Career and its planning.
2. The secrets of a successful career.
3. How to choose a successful career.

Bonpocsl n 3a1anusa
Exercise 1. Discuss the questions:
1. Do you consider yourself as an ambitious person? Why? Why not?
2. Do you have a career plan? What do you think can help you to improve your career?
3. Would you prefer to work for one company, for several companies or for yourself during
your career?

Exercise 2. Read the text

HOW TO ACCELERATE YOUR CAREER
There are several factors you should look at when making a career choice, including your
personality, values, interests and skills. The goal of this process, called self-assessment, is to find
a career that is a good match for you. Career skills are crucial to your ability to climb positions
and successfully change jobs within an industry. Career change is also a scenario where your
career training for specific abilities and skills will play a crucial role.
If you find yourself at your desk with some free time, here are few things you can do to help
improve your career.
Find A Mentor: If you do nothing else on this list today, do this. Find someone (or several
people) that you respect and ask them to mentor you. Most people will be more than happy to
pass along advice that they have learned over the years which can be invaluable in helping your
career. They will also be great people to use as a sounding board with ideas you have and help
you figure out the best way to obtain the goals you are seeking to accomplish. A mentor can have
amazing effects on your career and will make your advancements much easier.
Identify How You Procrastinate: We all do it, but if you can identify how you are doing it and
put in a system to discourage yourself from doing so, you will dramatically increase your
productivity. In most cases their big vice is watching TV far too much or spending too much
time on social networking sites. Once you have identified places that you are spending too much
time, take steps to reduce the amount of time you spend on them and instead use that time to
further your career.
Pinpoint Work Essentials: The big myth in business is that the ones who work the hardest are
the ones that get ahead the most. Working hard is important, but working smart is just as
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important. Working smart means finding the areas within your job that are essential to your
group and to the company and focusing most of your resources in those area. This is one of the
best pieces of advice what we can ever receive when working for a large company. Take some
time to look at your job and what portions of it are most essential to others both inside and
outside your group. If you pinpoint those areas that are most essential, you become the person
that people come to when things need to get done.

Begin Making Lists: We used to think that making list is useless until we start making them
yourself in a way that was useful for you. We actually should have two lists - one is a list of all
the things we want to do and one is for our daily must do list. On the daily list, we can only place
the three most important things we have to do that day and work on those three things until they
are done. Once finished, then we can go to our general list and choose projects from there. This
ensures that we get those things that we may not like to do as much that would be constantly
delegated to the end of the longer list. How you develop your list to work for you may be very
different, but creating a list system will help you be more productive. Once you complete
something, do not throw the list away. Instead, date and file them in a work completed folder.
This will allow you to have a documented list of all the tasks you accomplished which you can
take out at your next performance review or when asking for a raise.

Learn Many Languages: As someone who was the worst student ever when it came to
languages in school, we can have many proofs that absolutely anyone can learn any language.
We think all of our language teachers would roll over in their graves if they knew we are
proficient in other languages. Being proficient in more languages can open up a lot of career
opportunities and is well worth pursuing if you have an interest in one. There are plenty of
resources online.

Take Some Classes: Too many people feel that education ends when you receive that college
diploma. In fact, it is a never ending pursuit even if you aren’t taking formal classes. There are
almost certainly classes you can take or skills that you can obtain that will make it easier for you
to advance in your career. Take a few moments to talk with your boss or a mentor to find out
what skills will make your advancement easier. Talk with your personnel department and ask if
they will help pay for you to obtain these skills. Many will. It is easier than ever to take classes
while working full time with online education.

Update Your Resume: Take some time to look over your resume to update it and improve it. It
is always a good idea to have an up-to-date resume handy on the off chance that another
opportunity arises. Make new copies and place them in your briefcase so that they are always
ready to hand out.

Lunch Together: One of the most effective tools we can use when we work for a large company
will be the lunch break. First, because we really did not like eating alone, but later because of all
the advantages that come from it. Lunchtime gives you an opportunity to talk with people about
ideas you have in a more informal setting than the office.

Love Your Job: Learn to love what you are doing or begin looking for something else. There
are times when you may have to take a job that you do not particularly like, but there is no
reason that you have to be stuck there. If you do not thoroughly enjoy what you are doing, start
implementing steps to get a job that you do love. And if for some reason you don’t know what
you love, start experimenting. That is the only way to find out.

Exercise 3. Match the verbs (1-6) with the nouns (a-f) to form expressions form the text.

1. toincrease a) a career

2. to give b) a resume

3. to further c) productivity

4. to obtain d) an opportunity
5. to update e) skills

6. to take f) classes



Exercise 4. Choose the most useful points in building a successful career and compare them with
the list of the points you have made in ex. 1.

Active Business Vocabulary
Exercise 5. Match the expressions (1-4) with their definitions (a-d)
1. a full-time job
2. a permanent job
3. a temporary work
4. a part-time job
a. a kind of work that finishes after a fixed period
b. a kind of work is for the whole of the normal working week
c. a kind of job that does not finish after a fixed period
d. a kind of job that you do for fewer hours.

Exercise 6. Fulfill the gaps with the appropriate prepositions.
under on for at off at for

I’'m usually ...... work till 7.

James works ..... a big oil company.

Luckily I don’t get ill much, so I’'m not often .... work.
He has to work .... the presentation about a new project.

A team of 12 people work .... me.
[ usually leave ... for work at 7.30 in the morning.
He arrives .... work at nearly 7.50.

NoabkowhE

Exercise 7. Choose any profession for yourself. Tell about your work considering the following
questions:

1. Do you have a part-time or a full-tome job, a permanent or temporary work?

2. What are you in charge of?

3. What time do you leave for work?

4. Do you take a lot of time off work?

Professional Communication Skills
WRITING A CV

What is a CV?
Curriculum Vitae: an outline of a person's educational and professional history, usually
prepared for job applications (L, lit.: the course of one's life). Another name for a CV is a
résume.
A CV is the most flexible and convenient way to make applications. It conveys your personal
details in the way that presents you in the best possible light. A CV is a marketing document in
which you are marketing something: yourselfl You need to "sell" your skills, abilities,
qualifications and experience to employers. It can be used to make multiple applications to
employers in a specific career area. For this reason, many large graduate recruiters will not
accept CVs and instead use their own application form.
There is no "one best way" to construct a CV; it is your document and can be structured as you
wish within the basic framework below. It can be on paper or on-line or even on a T-shirt (a
gimmicky approach that might work for “creative" jobs but not generally advised!).
How Long Should a CV be?
There are no absolute rules but, in general, a new graduate's CV should cover no more than two
sides of A4 paper. If you can summarize your career history comfortably on a single side, this is
fine and has advantages when you are making speculative applications and need to put yourself
across concisely. However, you should not leave out important items, or crowd your text too
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closely together in order to fit it onto that single side. Academic and technical CVs may be much
longer: up to 4 or 5 sides.

What Information Should a CV Include?

Personal Details

Normally these would be your name, address, date of birth (although with age discrimination
laws now in force this is not essential), telephone number and email.

Education and Qualifications

Your degree subject and university, plus A levels and GCSEs or equivalents.

Work Experience

Use action words such as developed, planned and organised.

Even work in a shop, bar or restaurant will involve working in a team, providing a quality
service to customers, and dealing tactfully with complaints. Do not mention the routine, non-
people tasks (cleaning the tables) unless you are applying for a casual summer job in a restaurant
or similar.

Try to relate the skills to the job. A finance job will involve numeracy, analytical and problem
solving skills so focus on these whereas for a marketing role you would place a bit more
emphasis on persuading and negotiating skills.

All of my work experiences have involved working within a team-based culture. This involved
planning, organization, coordination and commitment e.g., in retail, this ensured daily sales
targets were met, a fair distribution of tasks and effective communication amongst all staff
members.

Interests and Achievements

Keep this section short and to the point. As you grow older, your employment record will take
precedence and interests will typically diminish greatly in length and importance.

Bullets can be used to separate interests into different types: sporting, creative etc.

Don't use the old boring cliches here: "socialising with friends".

Don't put many passive, solitary hobbies (reading, watching TV, stamp collecting) or you may be
perceived as lacking people skills. If you do put these, then say what you read or watch: "I
particularly enjoy Dickens, for the vivid insights you get into life in Victorian times".

Show a range of interests to avoid coming across as narrow : if everything centres around sport
they may wonder if you could hold a conversation with a client who wasn't interested in sport.
Hobbies that are a little out of the ordinary can help you to stand out from the crowd: skydiving
or mountaineering can show a sense of wanting to stretch yourself and an ability to rely on
yourself in demanding situations

Any interests relevant to the job are worth mentioning: current affairs if you wish to be a
journalist; a fantasy share portfolio such as Bullbearings if you want to work in finance.

Any evidence of leadership is important to mention: captain or coach of a sports team, course
representative, chair of a student society, scout leader: "As captain of the school cricket team, |
had to set a positive example, motivate and coach players and think on my feet when making
bowling and field position changes, often in tense situations"

Anything showing evidence of employability skills such as team working, organising, planning,
persuading, negotiating etc.

Skills

The usual ones to mention are languages (good conversational French, basic Spanish),
computing (e.g. "good working knowledge of MS Access and Excel, plus basic web page design
skills" and driving ("full current clean driving licence").

If you are a mature candidate or have lots of relevant skills to offer, a skills-based CV may work
for you.

References

Many employers do not check references at the application stage so unless the vacancy
specifically requests referees it is fine to omit this section completely if you are running short of
space or to say "References are available on request.”
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Normally two referees are sufficient: one academic (perhaps your tutor or a project supervisor)
and one from an employer (perhaps your last part-time or summer job). The order and the
emphasis will depend on what you are applying for and what you have to offer. For example, the
example media CV lists the candidate's relevant work experience first.

If you are applying for more than one type of work, you should have a different CV tailored to
each career area, highlighting different aspects of your skills and experience.

A personal profile at the start of the CV can work for jobs in competitive industries such as the
media or advertising, to help you to stand out from the crowd. If used, it needs to be original and
well written. Don’t just use the usual hackneyed expressions: “I am an excellent communicator
who works well in a team...... “

Exercise 8. Go to the website http://www.kent.ac.uk/careers/cv/goodbadCV.htm and study
examples of good and bad CVs. Write down your own CV.

Culture Clip
STEEP AND FLAT HIERARCHIES
Some cultures prefer steep hierarchies with many levels of management, clear roles and very
powerful senior managers. Other prefer flat hierarchies with more equality and flexebility. What
is common in your country? Which would you prefer to work in? Why?

Cnmcok Jureparypbl
Ocnognas aumepamypa:

1. OcHoBBI mepeBona, aHHOTHPOBaHHS U pedepupoBaHUS HAYYHO-TEXHUYECKOTO TEKCTa
Onexrponnsnii pecypc / Yurupumn E. A., Uwmrupmaa T. FO., KomameBckas . A.,
Koszbeipenko E. B. - Boponex : BI'YUT, 2019. - 154 c. - YTBepkAeHO perakIUOHHO-
U3/aTEIbCKUM COBETOM YHUBEPCUTETAa B KadecTBe ydeOHoro mocobws. - ISBN 978-5-
00032-437-0, 5K3eMIUISIPOB HEOTPAHUYEHO

2. Tlomos, E.b. IlpodeccrnonanbHblii MHOCTPAHHBIN SI3BIK: AHIIMHACKUH SI3BIK : ydeOHOe
nocobue / E.b. Ilomos. - 2-¢ u3x., crep. - Mocksa ; bepnun : lupexkr-Menua, 2018. - 151
c. : wi. - bubmuorp. B kH. - ISBN 978-5-4475-2797-6 ; To xe [DnexTpoHHBIN pecypc]. —
OBbC URL: http://biblioclub.ru/index.php?page=book&id=494797

Jononnumenvuas aumepamypa
1. Comko A.C. ITlpodeccroHanbHblii MHOCTPaHHBIM S3BIK JJI CHELMAIMCTOB B 00JacTh
KOMITbIOTEpHOM Oe3omacHocTH [DnekTponHbiii pecype] / A.C. Comxo, E.A. ®demopoBa. —
OnexTpoH. TekcToBble naHHble. — CII6. : YHuepcurer U'TMO, 2016. — 34 ¢. — 2227-8397.
— Pexxum gocryma: http://www.iprbookshop.ru/68059
2. bananguna, FO. B. JlenoBoii mHocTpanHBIH s3bIK. Business Letters [DnekTpoHHBIH
pecype] / FO. B. banannuna, FO. A. CazanoBuu, H. A. TumrykoBa. — DIJIEKTPOH. TEKCTOBbIE
nanusle. — CII6. : YuuBepcurer U'TMO, 2016. — 45 ¢. — 2227-8397. — Pexwum goctymna:
http://www.iprbookshop.ru/66438.html NU3narensctBo «IIpomereii», 2013. - 405 c. - ISBN 978-
5-7042-2486-0 ; To xKe [DnexkTpoHHBIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=240471
Memoouueckas numepamypa:
1.NBanoBa O.f. Mertonuueckne yKa3zaHUS 110 BBITIOJIHEHHIO TPAKTHYECKUX pPabOT TI0
mucruminae «MHocTpaHHbIN 361K B cepe mpodeccrnoHalbHON KOMMYHHUKAIMU (QHTJIUACKHIA
s36IK)»- CKDVY, 2021. (351eKTpOHHAS BEpCHS ).
2. MBanoBa O.5l. MeTtoauueckue yka3zaHUs Uil 00y4aroluXcs 10 OpraHu3aluy U IpoBeIeHUI0
CaMOCTOSITeNIbHOM paboThl Mo aucturuinHe «MHocTpaHHBIN s13bIK B cdepe npodeccuoHaIbHON
KOMMYHHKAIMK (aHTTUHACKUN s13bIK)»- CKDVY, 2021. (anexkTpoHHas BepcHs).
Humepuem-pecypcoi:

1. http://www.bbc.co.uk/home/today/index.shtml - pecypcsl u marepuanst BBC

2. http://www.native english.ru — Matepuaisr s M3y4arOnuX aHTIIMACKAHN S3BIK: CTAThH,
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http://www.kent.ac.uk/careers/cv/goodbadCV.htm
http://biblioclub.ru/index.php?page=book&id=494797
http://biblioclub.ru/index.php?page=book&id=240471
http://www.bbc.co.uk/home/today/index.shtml
http://www.native_english.ru/

TECTBI, UTPBI, UTUOMBI, TTIOCIIOBUIIBI, TPOTPAMMBI, ay TMOKHUTH, (DUITEMBI.
3. http://www.english.language.ru/index.html — TectupoBanue oHIAMH.
HHTCPAKTUBHBIC YPOKHU AHTJIMHACKOTO S3BIKA.

4. http://www.englishonline.co.uk - English Online — pecypcsl it u3ydeHHs aHTIIUICKOTO
SI3bIKa

becruiatHbie

http://www.multilex.ru/online.htm — «MynbTHIEKCY» — AaHIIIO-PYCCKHIA M PYCCKO-aHTIIMICKUN
AIIEKTPOHHBIN CIIOBAPb.
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http://www.english.language.ru/index.html
http://www.englishonline.co.uk/
http://www.multilex.ru/online.htm

IIpakTuyeckoe 3ansaTue 7-12

Tema 7-8: The difference between organization and company

Tema 9-10: Organization of the company

Tema 11-12: Professional Communication Skills -Presentations

He.]]b: OBJIaAICHUC CTyACHTaMHU KOMMYHI/IK&TI/IBHOfI KOMHCTGHLIPIeﬁ, KOTOpass B
z[aaneI?ImeM MO3BOJJIUT IMOJIB30BATHCA HWHOCTPAHHBIM  A3BIKOM B Pa3JIMYHBIX O6J'IaCT$IX
npodeCCHOHATBHON JeATEeIbHOCTH, B HAyYHOHM M TIPAKTUYECKOM padoTe, B OOIICHHH C
3apyOeKHBIMU MTAPTHEPAMHU, JIJISI CaMOOOpa30BaHUS U IPYTHX IIeIICH.

AKTyaJIbHOCTb O6YCJ'IOBJ'I€Ha BCE B03paCTaI-OHlef/'I BOCTpe6OBaHHOCTBI-O CIIenuaJnucTrosB,
BJIAACHOIINX HMHOCTPAHHBIM SA3BIKOM KaK CPECACTBOM JCJIOBOTO 06H.I€HI/I$I B YCJIOBHAX UHTCTpallun
B MHUPOBYIO IIPOMBIIINICHHOCTb, 9dKOHOMUKY U IIPaABO. OcCHOBHEBIE TPYAHOCTH CBsA3aHbI, I''TABHbIM
o0Opa3om, ¢ HemoCTaTKOM ()OHOBBIX 3HAHWUW B 00JACTH DKOHOMUKM M OW3HECa W HE3HAHUEM
aHTJIMHACKUX YKBUBAJICHTOB O6H.[€HpI/IH$ITBIX TEPMHUHOB U MMOHSTHH.

®opmupyembie komnerenuuu: Y K-4

Teopernueckasi 4yacThb

What is an Organization?

Organization is defined as a structure of roles and responsibilities functioning to accomplish
predetermined objectives. Organizations have grown tremendously in size in the twentieth
century and are found in all parts of the private and public sectors (Dictionary of Business Terms
2000, 489).

What is a Company?

According to the Dictionary of business terms, company is group of people organized to perform
an activity, business, or industrial enterprise [Dictionary of Business Terms 2000: 121]. Merriam
Webster’s dictionary defines company as a «business organization that makes, buys, or sells
goods or provides services in exchange for money» [http://www.merriam-
webster.com/dictionary/company].

Organizational Structure of the Company

Organizational structure is a typically hierarchical arrangement of lines of authority,
communications, rights and duties of an organization. Organizational structure determines how
the roles, power and responsibilities are assigned, controlled, and coordinated, and how
information flows between the different levels of management (Business Dictionary online).
A structure depends on the organization's objectives and strategy. In a centralized structure, the
top layer of management has most of the decision making power and has tight control over
departments and divisions. In a decentralized structure, the decision making power is distributed
and the departments and divisions may have different degrees of independence. A company such
as Proctor & Gamble that sells multiple products may organize their structure so that groups are
divided according to each product and depending on geographical area as well.

Organizational structure is important for knowing to whom each employee reports.

Small companies usually use one of two types of organizational structure: functional and
product. Functional areas such as marketing and engineering report to the president or CEO in a
functional organizational structure. Product structures are used when a company sells numerous
products or brands. It is important for companies to find the organizational structure that best fits
their needs.

Function

Organizational structure is particularly important for decision making. Most companies either
have a tall or flat organizational structure. Small companies usually use a flat organizational
structure. For example, a manager can report directly to the president instead of a director, and
her assistants are only two levels below the president. Flat structures enable small companies to
make quicker decisions, as they are often growing rapidly with new products and need this
flexibility. The Business Plan, an online reference website, says small companies should not
even worry about organizational structure, unless they have at least 15 employees. The reason is
that employees in extremely small organizations have numerous responsibilities, some of which
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can include multiple functions. For example, a product manager also might be responsible for
marketing research and advertising.

Large organizations often have many tiers or echelons of management. As a smaller organization
grows, it can decide to add more management levels. Roles become more defined. Therefore, it
is important to know which people oversee certain functions.

Communication

The importance of organizational structure is particularly crucial for communication.
Organizational structure enables the distribution of authority. When a person starts a job, he
knows from day one to whom he will report. Most companies funnel their communication
through department leaders. For example, marketing employees will discuss various issues with
their director. The director, in turn, will discuss these issues with the vice president or upper
management.

Evaluating Employee Performance

Organizational structure is important for evaluating employee performance. The linear structure
of functional and product organizational structures allow supervisors to better evaluate the work
of their subordinates. Supervisors can evaluate the skills employees demonstrate, how they get
along with other workers, and the timeliness in which they complete their work. Consequently,
supervisors can more readily complete semiannual or annual performance appraisals, which are
usually mandatory in most companies.

Achieving Goals

Organizational structure is particularly important in achieving goals and results. Organizational
structure allows for the chain of command. Department leaders are in charge of delegating tasks
and projects to subordinates so the department can meet project deadlines. In essence,
organizational structure fosters teamwork, where everyone in the department works toward a
common goal.

Prevention/Solution

Organizational structure enables companies to better manage change in the marketplace,
including consumer needs, government regulation and new technology. Department heads and
managers can meet, outline various problem areas, and come up with a solution as a group.
Change can be expected in any industry. Company leaders always should strive to find the best
organizational structure to meet those changes.

Take-aways
1. Organization is a structure of roles and responsibilities functioning to accomplish
predetermined objectives. Organizations have grown tremendously in size in the
twentieth century and are found in all parts of the private and public sectors.
2. A structure depends on the organization's objectives and strategy. Small companies
usually use one of two types of organizational structure: functional and product.
Organizational structure is particularly important for functioning, evaluating
employee performance, communication, achieving goals and making
decisions.

Writing Reports
1. Characteristics of the organizational structure of the company.
2. Types of the organizational structures of the company.
3. Communication in companies with different types of organizational structure.

Bonpocs! 1 3aganus

Exercise 1. Which of these companies would you prefer to work for? Why?
1. A family owned company
2. A multinational company
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3. Your own company (be self-employed).

Exercise 2. Read the text
RICHARD REED, INNOCENT DRINKS

Turnover: over £100million
Number of employees: 250
HQ location: London, UK
Year founded: 1998
Ownership: privately-held
Richard Reed founded Innocent in 1998 with two friends from Cambridge University, Adam
Balon and Jon Wright. When they left university they all got jobs with blue-chip companies -
one went into advertising and two went into management consultancy. But that didn't stop them
constantly talking about setting up a business - a conversation they'd been having since their
student days.
Four years later they quit their jobs and decided to go into business after getting back from
snowboarding holiday where they'd done nothing but talk about their desire to become
entrepreneurs.
They decided to set up a business which would appeal to people like them — so they fixed on the
theme of doing good to themselves. The result was Innocent, a drinks company producing pure
fruit smoothies. The company now produces more than 30 different recipes and sells more than
two million smoothies each week through 10,000 retailers in the UK and overseas.
Since Innocent was launched the company has been growing by 20% year on year and currently
has a 75% share of the smoothie market. In April 2009 Coca-Cola bought an 18% stake in the
company for £30 million. A year later it paid £65 million for a 58% stake.
Part of its marketing strategy is to use delivery vans which are decorated to look like cows or
grassy fields. The company also prides itself on being ‘a happy place to work’ and ‘people-
oriented’, with a relaxed working environment which includes having a grass floor in the office.
Key advice
"If you're 70% sure about an idea then go for it. Because if you wait till you're 100% confident in
business... you'll never make a decision, you'll never get anywhere."

(BBC News Business)

Exercise 3. Which of these statements are true? Correct the false ones.
1. The head office of the company is situated in New York.
2. Richard Reed and his friend set up their company while they were students.
3. Innocent drinks was found to be one of the companies with the happy employees.
4. The company has been growing by 20% year on year since 2005.

Exercise 4. Discuss the questions.
1. Would you like to work for such a company like Innocent drinks?
2. What makes people happy at work? What factors are important for you at work?

Exercise 5. Prepare a report about a famous company and the story of its success.

Active Business Vocabulary
competitive - when a company offers good products or services at a good rate
to expand into new markets - to start operating in new regions or countries
a good reputation - when a company is respected and valued by people
to merge - to combine to become one (e.g. two companies)
a multinational company - a company that operates in more than one country
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open-plan - when an office has no interior walls, so that all members of staff are working in the
same room rather than in individual offices

profitable - when a business makes a profit and is not lossmaking

to be recognized internationally - to be known about and well thought-of around the world

to take over - to buy another company

a security pass - a card allowing entry to premises or building, possibly with a photo of the
holder

the service industry - companies that offer a service (e.g. training, leisure, marketing)

a solid client base - a number of reliable and regular clients/customers

a tower block - a building with very many floors

a well-established company - a company that has been in business long enough to have a solid
client base and good reputation

the working environment - the place and atmosphere within which people work

Exercise 6. Choose the correct options

1. Although the training organization TrainULike only set up business last year, it is doing well.
It is expanding / increasing into new markets.

2. The renowned electronics firm DigiKom has a good reputation. It is recognized / seen
internationally.

3. The Chairman of the upcoming new company wanted to establish a solid client base / basis
before moving into new areas.

4. When choosing a new job, a clean environment / economy is important to many

people.

5. When the contractor came into the office, he worked at the hot / limited desk.

6. Despite reports in the press of a hostile takeover, the two companies had in fact

decided to work together and had merged / partnered.

Exercise 7. Complete the missing words.

1. Last year, GlobalTrain, a large training company, t 0 LearnLocal, a small
company based in south-west England.
2. Have you heard that PG Trips and FunHols are m ? They hope to

have a stronger presence on the holiday market by working together.

3. Because of our successful marketing strategy and the innovative results from
research and development, we are now int
rec .

4. To remain co ,we need to reduce our prices and deliver

more quickly.

5. After the scandal surrounding the members of the Board, the company’s

rep went downhill.

6. To gain access to the company premises, you need to show your se pass at
the gate.

Professional Communication Skills
Presentations
Study the structure of a successful presentation:
1. Opening:
a) greeting;
b) introducing yourself;
¢) introduction to the topic.
2. The main body:
a) description of your model/experiment;
b) your results;
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c)
3. Summary

a) least important part of your talk

surprises in your conclusion.

4. The conclusion:

a) reiteration of your results;

b) future work.
5. Dealing with questions.

sketches and intuition of your results.

(but still important). There should not be any

Exercise 8. Match these less formal phrases with more formal ones.

What [ want to do today is ...

1 know you are all very busy...
As you know I'm...

OK, shall we get started?

1t’s good to see you all here.

Hi, everyone.

Today I'm going to talk about...
In my talk I'll tell you about

More formal

Less formal

Good afternoon, ladies and gentlemen

Today I would like to...

Let me just start by the introducing myself.
My name is...

1t’s a pleasure to welcome you today

In my presentation I would like to report on...

The topic of today’s presentation is ...

| suggest that we begin now.

I’'m aware that you all have very tight
schedules...

Exercise 9. Practise the opening of a presentation. Use phrases from the box.

Introduce
yourself

Welcome

audience topic is

Say what the

Explain why the audience
will be interested

Welcoming the audience

Good  morning/afternoon, ladies  and

gentlemen

Hello/Hi, everyone.First of all, let me thank
you all for coming here today.

I’'m happy/delighted that so many of you
could make it today.

Saying what your topic is

As you can see on the screen, our topic today
is ...

Today’s topic is ...

The subject of my presentation is....

Introducing yourself

Let me introduce myself, I’'m Joan Shin from

For those of you who don’t know me, my
name is ...

Explaining why your topic is relevant for the
audience

My talk is particularly relevant to those of
you/us who...

Today’s topic is of particular interest to those

of you/us who...
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As you probably know, I'm a new HR
manager

My topic is very important for you because...

By the end of this talk you will be familiar
with ...

I Remember to use words we, us, our to highlight common interest.

Exercise 10. Study the following expressions
Expressions with AS:

As you all know,...

As I’ve already explained,...

As I mentioned earlier/before,...

As I pointed out in the first section,...

As you can see,...

Talking about difficult issues:
I think we first need to identify the problem.

Of course we’ll have to clarify a few points before we start.

We will have to deal with the problem of increasing prices.

How shall we cope with unfair business practices?

The question is: why don’t we tackle the distribution problems?

If we don’t solve this problem now, we’ll get into serious trouble soon.

Referring to other points

I’d like to mention some critical points in connection with/concerning payment.
There are a few problems regarding the quality.

With respect/regard to prices, we need more details.

According to the survey, our customers are unhappy with this product.

Adding ideas

In addition to this, I’d like to say that our IT business is going very well.
Moreover/Futhermore, there are other interesting facts we should take a look at.
As well as that, we can offer excellent conditions.

Apart from being too expensive, this model is also too big.

To increase sales we need a new strategy plus more people.

Exercise 11. Prepare the main part of a presentation using before mentioned phrases.

Checklist for the main part of a presentation
1. Briefly state your topic again

Explain your objective(s).

Signal the beginning of each part.

Talk about your topic.

Signal the end of each part.

Highlight the main points.

N~ WN

Outline the main ideas in bullet-point form.
Tell listeners you’ve reached the end of the main part.

Exercise 12. Match the two parts to make sentences used to refer to media.

1. On the next page
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My next slide shows

As you can see

Let me just show you some

To illustrate this

Let’s now have a closer look

Here we can see how many

| have a slide

a) from this picture, the design is absolutely new.
b) customers have complained about the service.
¢) how much the market has changed.

d) I’ll show you our latest poster.

e) atthe figures on the next page.

f) which shows the market development in 2005.
g) interesting details.

h) you will see a photo of the new model.

Nk~ WN

Exercise 13. Look at the sentences and put them in the correct category in the table.
1. T’ll just through the three different options...
2. We’d suggest...
3. Now I’ll be happy to answer any questions you may have.
4. We’d therefore recommend that we....
5. Before | stop, let me go through my main points again.
6. Well, this brings me to the end of my presentations.
Conclusion of a presentation

Signaling the end of the presentation

Summarizing the main points

Recommending or suggesting something

Inviting questions

Now add these phrases to the table above.
a) Thank you all for listening.
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b) In my opinion, we should...

¢) We just have time for a few questions.

d) To sum up then, we...

e) Ok, I think that’s everything I wanted to say...
f) Are there any questions?

g) [I’d like to run through my main points again...
h) As a final point, I’d like to...

1) I’m now nearing the end of my talk..

J) Just to summarize the main points of my talk....
K) What I’d like to suggest is....

Exercise 14. Using the phrases from above prepare a presentation on an actual for you problem.

Culture Clip
BEING DIRECT
In direct cultures instructions are very short. This can be seen as impolite and aggressive by
people from indirect cultures, where instructions are usually polite requests. Can you think of
examples of each country? How might this difference cause misunderstanding in multicultural
teams?

Cnmcok Jimreparypbl
Ocnoenas aumepamypa:
1.OcHOBBI TIEpeBOAA, AHHOTUPOBAHUA U pPEePEPUPOBAHUA HAYYHO-TEXHUYECKOTO TEKCTa
Onexrponusiid pecype / Uurupun E. A., Yurupuna T. 0., KoBanesckas S. A., Kossipenko E.
B. - Boponex : BIYUT, 2019. - 154 c. - YTBepKaeHO peaaKIIMOHHO-U3/1aTEIbCKUM COBETOM
yHUBEpcUTeTa B KadecTBe yueOHoro mocoodus. - ISBN 978-5-00032-437-0, sk3emmisipoB
HEOTPAHUYEHO
2.Ilomos, E.b. IlpodeccnonanbHblii MHOCTPAHHBIN SI3BIK: AHDIMHACKUN S3BIK @ ydeOHOe
nocobue / E.b. Ilonos. - 2-¢ u3a., crep. - Mocksa ; bepnun : lupexr-Menua, 2018. - 151 c. :
ui. - bubnuorp. B kH. - ISBN 978-5-4475-2797-6 ; To »xe [Dnexrponusiii pecypc]. — ObC
URL: http://biblioclub.ru/index.php?page=book&id=494797
Jononnumenvuas aumepamypa
1. Comko A.C. TlpodeccroHanbHbIi MHOCTPAHHBIM S3BIK NI CIEIUAIKUCTOB B 00JacTh
KOMITbIOTEpHOM Oe3omacHocTH [DnekTponHbiii pecype] / A.C. Comxo, E.A. ®demopoBa. —
OnexTpoH. TekcToBble naHHble. — CII6. : YHuepcurer U'TMO, 2016. — 34 ¢. — 2227-8397.
— Pexum goctyma: http://www.iprbookshop.ru/68059
2. bananguna, FO. B. JlenoBoii mHocTpanHBIH s3bIK. Business Letters [DnekTpoHHBIH
pecype] / FO. B. banannuna, FO. A. CazanoBuu, H. A. TumrykoBa. — DIJIEKTPOH. TEKCTOBbIE
nanusle. — CII6. : YuuBepcurer U'TMO, 2016. — 45 ¢. — 2227-8397. — Pexum goctyma:
http://www.iprbookshop.ru/66438.html NU3narensctBo «IIpomereii», 2013. - 405 c. - ISBN 978-
5-7042-2486-0 ; To xKe [DnexkTpoHHBIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=240471 Memoouueckas numepamypa:
1.UBanoBa O.f. Meroanueckue yka3aHUsI TIO BBIMOJHEHHIO MPAKTUYECKUX paboT 1o
muciuminie « MHocTpaHHbIN s3bIK B cepe npodeccrnoHabHONH KOMMYHUKAIUU (QHTIIMHACKUAN
s36IK)»- CKDVY, 2021. (3neKTpoHHAS BEPCHS).
2. UBanoBa O.4. Meroaudeckue ykazaHus Ijisi OOyYaroNIUXCsl 0 OPraHU3alud U TIPOBEICHUIO
CaMOCTOSITENLHON paboThl Mo aucHuruinHe «MHOCTpaHHBIN S3BIK B cdepe nmpodeccuoHaANbHON
KOMMYHUKAIUU (aHMMACKUN  s3bIK)»- CKOY, 2021. (snextpoHHass Bepcus).Aumepnem-
pecypcoi:
1.http://www.bbc.co.uk/home/today/index.shtml - pecypcor u marepuanst BBC
2.http://www.native _english.ru — Marepuanbl Uisi U3y4arOUIMX AHTJIMHCKUH SI3BIK: CTAThH,
TECThI, UTPBI, UTUOMBI, TTIOCJIOBUIIBI, TPOTPAMMBI, ay TUOKHUTH, (DUITEMBI.
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http://biblioclub.ru/index.php?page=book&id=494797
http://www.bbc.co.uk/home/today/index.shtml
http://www.native_english.ru/

2.http://www.english.language.ru/index.html — TectupoBanue ownmaiin. becrmaTHbie
UHTEPAKTUBHBIC YPOKH aHTJIUHCKOTO S3bIKA.
4.http://www.englishonline.co.uk - English Online — pecypchl i U3ydeHHs] aHTIHIACKOTO
A3bIKA
http://www.multilex.ru/online.htm — «MynbTHIIEKCY» — aHTTIO-PYCCKUI M PYCCKO-aHTITHHCKHN
AJIEKTPOHHBIN CI0BAphb.

IIpakTuyeckoe 3ansaTue 13-18

Tema 13-14: The Practices of Successful Managers

Tema 15-16: Managing people

Tema 17-18: Professional Communication Skills - Meetings and Conferences

He.]]b: OBJIaAICHUC CTYyACHTaMHU KOMMYHI/IK&THBHO?I KOMHCTGHI.[I/IGf/i, KOTOpass B
I[&JIBHGfIH.IGM MMO3BOJJIMT IMOJB30BATHCA HWHOCTPAHHBIM S3BIKOM B PA3JIMYHBIX O6JIaCT$IX
npod)eCCHOHATBHON JeATEIbHOCTH, B HAyYHOH M TIPAKTUYECKOM padoTe, B OOIICHHH C
3apyOeKHBIMU MTAPTHEPAMHU, JIJIsI CaMOOOpPa30BaHUS U IPYTHX IICIICH.

AKTyaJIbHOCTb OﬁYCJ’IOBJ’IeHa BCE B03paCTaI-OIJ_IeI71 BOCTpe6OBaHHOCTBI-O CIICOaaIncCToOB,
BJIAACHOIINX HMHOCTPAHHBIM SA3BIKOM KaK CPE€ACTBOM ACJIOBOIO 06III€HI/I$I B YCJIOBHUAX MHTCTpaln
B MUPOBYIO IIPOMBINUICHHOCTb, SKOHOMUKY U IIPABO. OCHOBHEBIE TPYAHOCTU CBA3aHbI, TJITABHBIM
o0pa3oM, ¢ HeIoCTaTKOM ()OHOBBIX 3HAHWUH B O0JIACTH SKOHOMHUKM M OW3HECa W HE3HAHUEM
AHTJINNCKUX SKBUBAJICHTOB O6IJ.[CHpI/IH$ITI>IX TCPMHUHOB U MOHSITHH.

®opmupyemblie komnerenuuu: YK-4.

Teopernueckast 4acTh

What is management?

In the Dictionary of Business Terms there are following definitions of the term
management: 1. combined fields of policy and administration and the people who provide the
decisions and supervision necessary to implement the owners' business objectives and achieve
stability and growth. The formulation of policy requires analysis of all factors having an effect
on short- and long-term profits.

2. key people in an organization. Those who make the most important decisions are called top
management (Dictionary of Business Terms 2000, p. 403).

The Practices of Successful Managers
As a manager, you have the opportunity to lead, supervise, mentor and motivate others — and
your ability to do so effectively makes a huge difference to your company's overall success. But,
statistics show that 50% or more of middle managers fail to achieve the expectations of those
who promote them. Find out why and what you can do about it.
First, the good news: As a manager, you have the opportunity to lead, supervise, mentor and
motivate others - and your ability to do so effectively makes a huge difference to your company's
overall success. In fact, the success of your company has as much if not more to do with your
performance as it does with the performance of the CEO and his or her senior team.
Now, the bad news: 50-80% of all middle managers fail to achieve the expectations of those who
promote them. With over 5 million managers in this group in the U.S. and Canada, that's a lot of
missed expectations. Why is this so, and what can you do about it?
Managing is about bringing out the best in people, not overwhelming subordinates with technical
information. Learning to be a more effective manager is complex, not simple, and one technique
definitely does not fit all managers.
Managers find themselves between the proverbial rock and a hard place. You are expected to
increase or maintain success, however your company defines it, by getting the best performance
possible out of your people — yet you have to operate within often difficult and demoralizing
policies, procedures and guidelines established by senior management.
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Research shows that you are more likely to be successful as a manager not by fixing your
weaknesses, but by understanding and working around them. Here is the list of the management
habits of thousands of successful middle managers:

Be Yourself

A common mistake of newly appointed managers is to assume that they are expected to act
differently now that they manage others. While there is some truth to this notion in terms of
behavior, successful middle managers find it is important to continue to be the same person they
were before the promotion. Develop a management style that fits with who you are as a person;
don't try and behave like someone else. If your natural approach is fun-loving and less serious,
find ways to manage that way. If you are more serious and impersonal in the ways you interact
with others, don't assume you have to change personalities to be successful.

Listen

Listen to what your employees are telling you. Listen to your customers. Listen to what your
superiors are telling you. And listen for what is not being talked about. Check the accuracy of
your listening when you're not sure what you are hearing by feeding it back to the people who
are talking to you.

Be a Role Model

Assume you are always being watched, even when you would prefer not to be, by the people
who report to you. Humans learn first by imitation; your reports will pick up on and follow your
behavior. If you want people to admit to mistakes, show them how to do that by admitting to
your own. If the honesty and integrity of your employees is important to you, work to make sure
your actions line up with your words. Conversely, don't assume that everything you do will be
copied. Being a role model alone isn't enough, but successful managers remain aware of the
example they set for their employees.

Rely on Your Ability to Support, Not on Your Ability to Do

Successful managers need to make a shift from being "Doers" to being “Supporters”. Many
managers are promoted because of their excellent grasp of a function or job, but as managers,
they are expected to help others develop their skills, not to do the job for them. For many, this is
the most difficult management practice to develop. Teaching others how to perform a job better
or differently requires a totally different skill set than simply doing the job yourself. Learning to
follow through on delegated tasks is a form of support that employees need in order to ensure
success. Delegating, including following up with every delegated task, is a critical management
practice.

Give Up the Illusion of Changing Anyone Except Yourself

Humans change of their own accord, not because someone else wants them to. This is an
unassailable truth about human nature and the sooner a newly appointed manager accepts it, the
better. Managing or leading people doesn't mean changing them to suit the needs of the leader; it
requires leaders to change themselves to suit the needs of the people they manage. Leaders
influence change in people by building on their strengths and candidly discussing what they
perceive as their weaknesses, but no one changes anyone else, ever. If you want someone to
behave or act differently, change the way you approach them or work with them.

Focus on Your Team's Strengths

Research into what makes groups of people successful shows conclusively that managers and
leaders get further by accentuating the positive attributes of team members than by working on
their weaknesses. If you understand that people only change when they decide to change, this
concept should make sense. Successful managers don't work too hard at changing the bad habits
or behaviors of their employees; they find ways to build on their employees' innate skills.
Focusing on strengths does not mean you need to turn your back on all of the unproductive or
negative behaviors of your employees, but you do need to distinguish between those traits that
can be changed from those that cannot be changed. Invoke the Serenity Prayer from Alcoholics
Anonymous: "God give me the serenity to accept the things | cannot change, courage to change
the things | can, and wisdom to know the difference.” Limit your focus on "fixing" to those
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things that are completely unacceptable, and have the courage to put your energy into finding
and bringing forth employees' strengths.

Take Charge of Your Own Growth

It is not your employer's responsibility to make you a better manager, it's yours. If you wait for
someone else to show you how to improve, you might be waiting a long time. And, as we've
said, the only person who can change or improve you is you. If you want your manager to
manage you better, show them how to do so. If you want more feedback on your performance,
go ask for it. If you need more guidance or mentoring, go find a mentor. Employers can send you
to training or hire a coach for you, but how much you grow or improve is totally up to you.

Be Patient

Change takes time. When people work towards changing their own performance, it is not
uncommon for Herculean internal effort to show-up as incremental visible improvement. Telling
people they aren't changing fast enough in hopes of accelerating their development usually has
the opposite effect. Be patient, particularly with yourself. Experience is a great teacher, but it
often takes a lot of it before people understand how to apply it. There are ways to accelerate this
process, but pushing people is rarely the answer.

Tell the Truth

Overwhelmingly, research shows that the single most important attribute a leader can
demonstrate to those they lead is the ability and willingness to tell the truth. Whether the truth is
good or bad, pleasant or hard-to-hear, hearing it usually helps people find their way through
chaos and uncertainty. Furthermore, the most important kind of truth to tell is the truth about
oneself.

Don't Manage, Lead

The old familiar notion of "management” as oversight of work processes is outdated.
Increasingly, people are both able and required to manage themselves. The pace of the typical
work-a-day world and the volume of work to be done make traditional management impossible.
However, it is possible for managers to give their employees what they most want and need --
leadership. Under leadership, we include creating and communicating a plan for achieving group
goals; unwavering commitment towards those goals; dedication to the work and the people
performing the work; and the ability to prioritize tasks and follow through on assignments of
each team member.

Learning to lead can be pleasant and painful, frightening and invigorating, rewarding and
frustrating - all at the same time. The only certainty is that how you lead will be remembered.
For better or worse, your leadership becomes part of the legacy you leave behind in your job,
your community and your life. Every action you take contributes to that legacy, every day. Have
fun, give it your best and enjoy the space between a rock and a hard place. It's where diamonds
are made!

Take-aways

1. Management is combined fields of policy and administration and the people who provide
the decisions and supervision necessary to implement the owners' business objectives and
achieve stability and growth.

2. Some of the valuable tips of being a successful manager are:
a) Be yourself
b) Listen
c) Tell the truth
d) Be patient
e) Focus on your team's strengths
f) Bearole model
g) Rely on your ability to support, not on your ability to do
h) Give up the illusion of changing anyone except yourself
i) Take charge of your own growth
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j) Don't manage, lead

Writing reports

1. Keys to successful management.

2. Leadership vs. Management.

3. Business etiquette of a manager.

4. Peculiarities of business management in Western Europe.

5. Peculiarities of business management in Asian countries.
Bonpocel n 3apanus
Exercise 1. Discuss the following quotation
“Good management is the art of making problems so interesting and their solutions so
constructive that everyone wants to get to work and deal with them.”
— Paul Hawken, an environmentalist, entrepreneur, and author.

Exercise 2. Read the following text. Discuss the main issues and ideas.

The Bolt that Holds the Ikea Empire Together
Ingvar Kamprad is no ordinary multi-billionaire. The founder of the Ikea furniture empire travels
economy class, drives a 10-year old Volvo and buys his fruit and vegetables in the afternoon,
when prices are often cheaper. Ask him about luxury in his life and he answers: “From time to
time, | like to buy a nice shirt and cravat and eat Swedish caviar.
Mr. Kamprad is one of the greatest post-war entrepreneurs. What began as a mail-order business
in 1943 has grown into an international retailing phenomenon across 31 countries, with 70 000
employees.
Sales have risen every single year. The Ikea catalogue is the world’s biggest annual print run —
an incredible 110 m copies a year. And Mr. Kamprad has grown extraordinarily rich. He is worth
£8,7bn and is the 17" richest person in the world according to the Forbes, US magazine.
The concept behind Ikea’s amazing success is unbelievably simple: make affordable, well-
designed furniture available to the masses. And then there is Mr. Kamprad himself — charismatic,
humble, private. It is his ideas and values that are at the core of Ikea’s philosophy.
Best known for his extremely modest lifestyle, he washes plastic cups to recycle them. He has
just left his long-standing Swedish barber, because he found one in Switzerland, where he lives,
who charges only £6 for a cut. “That’s a reasonable amount”, he chuckles.
All lkea executives are aware of the value of cost-consciousness. They are strongly discouraged
from travelling first or business class. “There is no better form of leadership than setting a good
example. | could never accept that | should travel first class while my colleagues sit in tourist
class”, Mr. Kamprad says.
As he walks around the group’s stores he expresses the feeling of “togetherness” physically,
clasping and hugging his employees. This is very uncharacteristic of Sweden. “Call me Ingvar”,
he says to staff. The informality and lack of hierarchy are emphasized by his dress style, with an
open-necked shirt preferred to a tie.
Mr. Kamprad has had both personal and business battles. He has fought against dyslexia and
illness.
One of Mr. Kamprad’s characteristics is that his obsessive attention to details. When he visits his
stores, he talks not only to the managers but also to floor staff and customers. A recent visit to
six of the group’s Swedish stores has produced 100 details to discuss’, he says.
By his own reckoning, his greatest strength is choosing the right people to run his businesses.
He is determined that the group will not go public, because short-term share-holder demands
conflict with long-term planning. “I hate short-termist decisions. If you want to take long-lasting
decisions, it’s very difficult to be on the stock exchange. When entering the Russian market, we
had to decide to lose money for 10 years”.
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Mr. Kamprad has been slowly withdrawing from the business since 1986 when he stepped down
as group president. He maintains that he is still “too much involved and in too many details”,
although he admits to a distinct reluctance to withdraw altogether.

The questions is: Can there be an eternal Ikea without Mr. Kamprad? Does the group depend too
much on its founder? Will the empire continue as control of Ikea gradually moves to Mr.
Kamprad’s three sons?

Exercise 3. Discuss the following questions.
1. What, in your opinion, are the strengths and weaknesses of Ingvar Kamrad?
2. Would you like to work on him?
3. When is the correct time for a leader or founder to leave his or her company?

Active Business Vocabulary
Here are some definitions and examples of vocabulary relating to people and places.
an assistant - someone who supports someone above them, such as a Technical Assistant who
assists the Technical Director
a colleague - someone you work with; a co-worker
an employee - someone who works for someone else (who is their employer)
an employer - a person, company or organization who employs someone
Head of Sales - the person in charge of sales
a manager - a person who is responsible for a department, team or project
to report to - to have a manager or someone above you in the hierarchy to whom you are
responsible
a subordinate - a worker who reports to someone above them in the hieracrchy
a team leader - a person who is in charge of a team; a manager of a team

Exercise 4. Read the text and study the words and expressions in bold.

All the directors together are the board. They meet in the boardroom.

Non-executive directors are not managers of the company; they are outsiders, often directors of
other companies who have particular knowledge of the industry or of particular areas.

The maketing director is the head of marketing, the IT director is the head of IT, etc. These
people head or head up their departments. Informally, the head of an activity, a department or
an organization is its boss.

An executive or, informally, an exec, is usually a manager at quite a high level (for example, a
senior executive).

Exercise 5. Answer the following questions using the active vocabulary of the unit.
1. Who are the most famous bosses in your country?
2. Which companies do they head?
3. Why are they successful?

Professional Communication Skills

Meetings and Conferences
Here are some definitions and examples of vocabulary relating to meetings and conferences
an appointment - an arranged meeting with someone, e.g. bank manager, customer
to arrange a meeting - to organize a meeting, such as inviting participants and booking the
venue
to attend a meeting - to take part in a meeting
an attendee - a person who attends a meeting
to book a room - to reserve a room (e.g. to use for a meeting)
to cancel a venue - to withdraw a booking when the room or location of a meeting or conference
is no longer needed
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to collect in forms - to take back forms, such as feedback forms or questionnaires, from
participants of a conference

to disagree - to not have the same opinion as someone else

a graph - a diagram which may have lines or bars representing figures, such as sales over time
to hold a meeting - to have a meeting

to make a suggestion - to make a proposal; to put an idea forward

to miss a meeting - to fail to attend a meeting, even though you intended to, perhaps because
you are held up in traffic or an earlier meeting runs on longer than you expected

the minutes - the report or summary from a meeting, often showing action points and when they
are to be done and by whom

to negotiate - to try and reach agreement with a partner who may have different objectives to
your own, often involving the need to compromise

to organize a conference - to arrange a conference

to pass round handouts — to give papers (possibly photocopies) to participants of a meeting or
conference

a participant - a person who attends or takes part in a meeting or conference

to participate in - to take part in; to attend; to be present at

to postpone - to push the date of a meeting or conference back to a later date

a projector - a piece of equipment that shows the computer screen on the wall or bigger screen
so that a large number of people can see it

to reach an agreement - to finally have the same opinion; to agree in the end after a discussion
or negotiation

a videoconference - a conference with audio and visual input held at a distance via the Internet

a visual - something like a graph, chart, diagram or photograph, used perhaps to support a point
being made in a presentation

to voice an opinion - to say what you think

Exercise 6. Match these words (1-4) with their synonyms (a-d).

1. to participate in a meeting a) a graph

2. to organize b) to arrange

3. an attendee c) to attend a meeting
4. a visual d) a participant

Exercise 7. Match these words (1-6) with their antonyms (opposites) (a-f) .

1. to hold a meeting a) to disagree

2. to pass round handouts b) to cancel the venue

3. to reach an agreement c) to cancel a meeting

4. to book the room d) a failure

5. a successful event e) to collect in (completed) forms
6. to attend a conference f) to miss an event

Exercise 8. Study the following useful phrases arrange a suitable time to meet with your partner.
Asking for a meeting

Could we schedule a time to meet next week?

I'd like to schedule a meeting as soon as possible.

Can we meet and go over this together?

Perhaps we could meet and go over the details in person?
Suggesting a meeting time

How about Monday at nine?

Could we meet next week?

Would half past five suit you?

Saying that you aren't able to attend
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Sorry, | can't make it then.

I'm afraid | have another appointment then.

I'm a bit tied up then. How about another time?
Saying that you can attend

Sounds good.

Yes, that works for me.

Confirming the day and time

See you on Monday at seven.

So, I look forward to seeing you on Tuesday at four.

Exercise 9. Work in groups of four to practise the beginning of a meeting using the useful
phrases

Welcoming participants

It's nice to see everyone.

Thanks for being here today.

Stating objectives

We'll be discussing..

Joaquin will be examining.. .

Asking participants to introduce themselves
Why don't you introduce yourself to everyone.
Tell us a bit about yourself.

Exercise 10. Work in groups of four to practise giving opinions, making interruptions and asking
for clarification. Use the following phrases
Giving your opinion

I think ...

We should ...

I'm convinced that we should. ..

| tend to think that it's ...

It seems to me that ...

Interrupting

Sorry but ...

Sorry to interrupt but | feel that ...

Could I come in here?

I'd like to make a point here if I could.

Can | iust say something about that?

Asking for clarification

I'm not sure I understand what you're saying.
Do you mean that ...?

Are you saying that ...?

If I understand you correctly, you think that ...
Dealing with interruptions

Hold on, please.

We'll come back to you in a moment.

Just a second, please. | promise we'll come right back to you.

Exercise 11. Study the following expressions and role-play a meeting.
Ending a meeting

Let's finish here.

I think that's everything.

I think that brings us to an end.

Confirming decisions and actions
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So, to sum up what we've decided.. .

We've decided to ...

Thanking someone for a meeting

Thank you all for coming in today.

Thank you very much for your time.

Thank you for your hard work. | think we've come up with a lot of good ideas.
Saying goodbye

I look forward to seeing you again soon.

I hope you have a safe journey.

Have a safe trip home.

Culture Clip
ATTITUDES TO TIMING
Some cultures place a lot of importance on events starting and finishing on time. Others believe
things should take as long as they need and are flexible with itineraries and schedules. What
effect could this have on meetings, presentations and appointments? What is normal in your
country?
Ocnoenas aumepamypa:
1.OcHOBBI TIEpeBOAA, AHHOTUPOBAHUA U pPePEPUPOBAHUA HAYYHO-TEXHUYECKOTO TEKCTa
Onekrponusiid pecypc / Uurupun E. A., Yurupuna T. 0., KoBanesckas 5. A., Ko3sipenko E.
B. - Boponex : BIYUT, 2019. - 154 c. - YTBepKIeHO peaaKIIMOHHO-U3/1aTEILCKUM COBETOM
yHUBEpcUTeTa B KadecTBe ydeOHoro mocodus. - ISBN 978-5-00032-437-0, sk3emmisipoB
HEOTPAHUYEHO
2.IlomoB, E.b. ITlpodeccnonanbHblii MHOCTPAHHBIN SI3BIK: AHIIMHACKUN S3BIK @ ydeOHOe
nocobue / E.b. Ilonos. - 2-¢ u3x., crep. - Mocksa ; bepnun : lupexr-Menua, 2018. - 151 c. :
wi. - bubmuorp. B kH. - ISBN 978-5-4475-2797-6 ; To xe [OnekrponHsiii pecypc]. — ObC
URL: http://biblioclub.ru/index.php?page=book&id=494797
Jononnumenvuas aumepamypa
1. Comko A.C. ITlpodeccroHanbHblii MHOCTPAHHBIM S3bIK IS CIEIUAIKUCTOB B 00JacTh
KOMITbIOTEpHOM Oe3zomacHocTH [DnekTponHbiii pecype] / A.C. Comxo, E.A. ®demopoBa. —
OnexTpoH. TekcToBble naHHble. — CII6. : YHuepcurer U'TMO, 2016. — 34 ¢. — 2227-8397.
— Pexum pgocryna: http://www.iprbookshop.ru/68059
2. bananguna, FO. B. JlenoBoii mHOcTpanHBIH s3bIK. Business Letters [DnekTpoHHBIH
pecype] / FO. B. banannuna, FO. A. Ca3zanoBuu, H. A. TumrykoBa. — DIJIEKTPOH. TEKCTOBbIE
nanusle. — CII6. : YuuBepcurer U'TMO, 2016. — 45 c. — 2227-8397. — Pexum goctyma:
http://www.iprbookshop.ru/66438.html NU3narensctBo «IIpomereii», 2013. - 405 c. - ISBN 978-
5-7042-2486-0 ; To xKe [DnexkTpoHHBIN pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=240471
Memoouueckas rumepamypa:
1.UBanoBa O.f. Meroauueckue yka3zaHUS IO BBINOJIHEHHIO MPAKTUYECKUX paboT 1o
mucuuruinie «MHocTpaHHbI s3bIK B cdepe npodeccHoHaIbHOM KOMMYHHMKAIMK (QHTTIMHCKUN
sa3bIK)»- CKDVY, 2021. (35ekTpoHHas BepCcus).
2. MBanoBa O.5l. MeTtoauueckue yka3zaHus Uil 00y4aroluXxcs M0 OpraHu3aluu U IpoBeIeHUI0
CaMoCTOSITeNIbHON paboThl o aucHuminHe «MHocTpaHHBIN S3BIK B cepe npodeccuoHanbHON
KOMMYHUKauu (aHrmickuil  s3bIk)»- CKOY, 2021. (snextpoHHas Bepcus).umepHem-
pecypcol:
1.http://www.bbc.co.uk/home/today/index.shtml - pecypcst u marepuanst BBC
2.http://www.native _english.ru — Marepuanbl s U3yYarOlIMX AHTJIMHACKUIN SI3BIK: CTAaThH,
TECTBI, UTPBI, UAMOMBI, TOCIOBHIIBI, IPOTPAMMBI, Ay TMOKHUTH, (PUITHMBI.
2.http://www.english.language.ru/index.html — TectupoBanue ownmaiiH. becruaTHbie
WHTEPAKTUBHBIE YPOKH aHTJIUHCKOTO A3BIKA.
4.http://www.englishonline.co.uk - English Online — pecypchbl s U3ydeHHs aHTIUICKOTO
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IIpakTnyeckoe 3ansaTHe 19-24

Tema 19-20: Planning

Tema 21-22: Types of Planning in Business

Tema 23-24: Professional Communication Skills — Making predictions

Ieab: oBnagcHuEe CTyAEHTaMU KOMMYHUKATUBHOM KOMIIETEHLMEH, KOTOpas B
,I[aJ'IBHCfIH.IeM IMO3BOJIMT II0JIB30BATHCA HWHOCTPAHHBIM S3BIKOM B PA3JIMYHBIX o0nacTax
npoeCcCHOHANBHON JEesATEIIbHOCTH, B HAYYHOW M TMPAKTHYECKOM pabore, B OOMICHUH C
3apyOeKHBIMU TTApTHEPAMU, JJII CaMOOOpa30BaHUs U APYTHX IEICH.

AKTYyaJlbHOCTH 00YCIIOBJIEHA BCE BO3pACTAONIEH BOCTPEOOBAHHOCTBHIO CIEIMAIHCTOB,
BJIAACIOINUX HHOCTPAHHBIM SA3BIKOM KaK CPE€ACTBOM ACIOBOI'O O6H_IeHI/I${ B YCJIOBHAX MHTCTPAIUHA
B MUPOBYIO IIPOMBILUIEHHOCTb, 3KOHOMMKY U IpaBo. OCHOBHBIE TPYJHOCTH CBSA3aHbl, [J1aBHBIM
06pa30M, C HEAOCTAaTKOM (I)OHOBBIX 3HAaHUN B 00J4aCTH DKOHOMHUKH M OH3HECA M HE3HAHUEM
AHTIINICKUX DKBUBAJICHTOB OGHICHpI/IHSITI)IX TECPMHUHOB U MOHATHH.

DopMupyeMble KOMIICTEHIUM:

OK-6, OITK-18.

Teopernueckasi 4acTh

What is Business Planning?

Business planning is a process that involves the creation of a mission or goal for a company, as
well as defining the strategies that will be used to meet those goals or mission. The process of
business planning can be very broad, encompassing each aspect of the operation, or be focused
on particular functions within the overall corporate structure. Often, business planning involves
the utilization of resources within the company as well as engaging the services of consultants to
assist in designing and implementing the plan.

There are several points in the life of a business when the process of business planning is an
essential task. Starting up a new company involves performing at least rudimentary business
planning in order to address such factors as defining the goals of the company, obtaining
operating licenses, incorporating the business if appropriate, and defining the basic structure for
the new business. Along with these factors, business planning will also address the issue of what
goods and services to offer and how to go about producing those core products.

A second stage when business planning comes into play is when an existing company wishes to
expand operations. The business planning will determine what is needed in order to manage the
expansion process, especially in regards to financing new facilities, expanding sales and
marketing efforts, or designing a new communications infrastructure to meet the needs of the
expansion. It is not unusual for consultants to be called during this type of business planning, as
the process often involves a drastic overhaul of the company’s operations.

Business planning may also be advantageous in the event of acquisitions. For example, Company
A decides to buy Company B and integrate their operations into the overall company structure.
This will often mean developing a business plan that addresses issues such as negotiating new
service contracts with vendors to include the acquired company, combining some functions or
physical locations in order to maximize efficiency, and rearranging departmental functions and
the personnel who will staff those departments.

In general, any type of business plan requires investigation, careful evaluation of all known
factors, and projecting potential results of different options that are open to the company. This
open-ended process can take on a number of forms, some of them relatively simplistic, while
others are extremely detailed and complicated. However, the basic task of business planning is
necessary for the entrepreneur starting a new business, as well as the established company that
wishes to expand through the launch of new products or by acquisition of competitors.
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Types of Planning in Business

Suchi Moorty, a business consulted defined the main types of business plans:
Start-Up Plans
This plan is the defining step for any new business. It has an executive summary in the beginning
and the projections for the first year. It also lists the company's aspirations and strategies in terms
of product or service to be produced, the market in which it is going to operate, implementation
milestones and the team that is going to implement them.
Feasibility Plans
This plan ascertains whether a business must be set up. This is an extension of a start-up plan. It
has an executive summary, mission statement, goals, analysis of the market, costs, pricing and
likely expenditure.
Internal Plans
These plans, as the name suggests, are internal to the organization. The organization's planned
working style is briefly listed here. Each functional department has an internal plan for its
functioning and operations. These usually include implementation milestones, time frames and
the responsibilities of the people who would execute the work.
Strategic Plans
This planning is for the overall picture. With a strategic plan the organization chalks out all the
alternatives available and the trade-offs in choosing any one over the others. Also, the priorities
are underlined and the ends and means toward achieving targets are spelled out clearly.
Growth Plans
This plan chalks out the organization's path toward expansion. This almost always includes
views on investments, operations, finances, time and personnel resources. Also, if the company
is planning to introduce a new product, this planning comes in handy (by Suchi Moorty, eHow
Contributor).

Five Essential Elements of a Good Business Plan
When developing your business plan ensure that you have kept the following in mind.

Stop and ask yourself the following? If the answer to your question is "yes", continue, but if it is
"no", stop and revise what you have written until you are satisfied that you can answer "yes" to
each question.

Is my business plan simple?

Make sure your business plan is easy to understand and to implement. Is it a practical document
and will anyone who picks it up get a clear picture of what you're wanting to achieve?

Is my business plan specific?

You need to ensure that your goals are specific and measurable. Does your action plan include
deadlines, budgets and wha's going to get the job done.

Is my business plan realistic?

Don't set yourself up for failure. Ensure that when you set your goals that you've actually looked
at what it'll take to implement. Make sure that your sales goals are achievable.

Is my business plan complete?

Make sure that you have included all the relevant aspects of your business. While the purpose of
some business plans differ there are specific business plan basics in every document. Make sure
you're thorough and rather include too much detail rather than too little.

Are My Goals SMART?
Make sure that you have adopted the principle of SMART goals:

specific realistic
measurable timely
achievable

A well written business plan will allow you to take a very broad, holistic and quite objective look
at your business idea. Through a business plan you are able to truly assess if the type of online
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store you want to open, the niche you want to operate in or even the technology you want to use
is feasible and can actually make you profit.
Take-aways

1. A business plan is a formal statement of a set of business goals, the
reasons they are believed attainable, and the plan for reaching those goals. It may
also contain background information about the organization or team attempting to
reach those goals.

2. Types of Planning in Business: Start-Up Plans, Feasibility Plans,
Internal Plans, Strategic Plans, Growth Plans.

3. It is also important to understand that when developing your
business plan there are specific business plan basics that need to be included in
your plan. There are five essential elements of a business plan that are critical if
its to be of any value at all.

Writing Reports

1. Tactical planning in business
2. Open business plans
3. Succession planning: how to do it right

BOl'lpOCbI U 3aJaHUdA
Exercise 1: Is car industry highly developed in your country? What car you are dreaming on?
Exercise 2: Read the text.

16 NEW LAND ROVERS REVEALED
Land Rover's line-up is set to expand to 16 models by 2020 - and we've got the details of them
all, including a 4m baby three-door, and BMW X5 rival and a five-car Defender family
Land Rover has embarked on a massive new model blitz that could more than double its annual
sales by 2020. It is almost certainly the biggest investment that the UK car industry has ever
seen. Land Rover’s future model line-up will fully cover the three main areas of the booming
global SUV market — luxury, leisure and utility.
According to Land Rover’s design director Gerry McGovern, the brand is set to expand all three
of its model families. The plans include additional models for the Range Rover line-up, a new
Defender family and a radical expansion of the Freelander range that will create four new
‘leisure’ SUVs during the next seven years.
Land Rover sources refuse to estimate the potential size of the car-maker once the seven-year
plan has been introduced. However, market data suggests the global SUV market will reach 22
million units by 2020. If, by radically expanding its line-up, Land Rover captured around three
per cent of that market, it would be close to producing 600,000 vehicles annually.
Hilton Holloway: What is Land Rover chasing?
According to what McGovern describes as a “holistic approach” to its future range, Land Rover
plans to extend the Range Rover line-up to six models, including an ‘Evoque XL’, which slots
into the hole that currently exists between the Evoque and the new Range Rover Sport and a
convertible Evoque. A baby three-door Range Rover just 4m long is also being considered.
The new Land-Rover-badged ‘leisure’ line-up will have at least five new models, kicking off
with an entry-level Freelander similar in size to today’s Evoque. The Freelander itself will be
reinvented in five-seat and seven-seat forms. The range will be topped by a new Discovery,
which could switch to an aluminium platform, and be offered as a flagship to rival the successful
BMW X5.
In the ‘dual purpose’ or ‘utility’ segment, Land Rover’s plan indicates that a production version
of the Evoque-based DC100 is heading for the showroom, as well as the long-discussed
replacement for the Defender.
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McGovern’s plan shows outline drawings for five-seat and seven-seat new Defenders as well as
a crew-cab pick-up.

This dramatic expansion will put a huge strain on the investment and engineering capabilities of
Jaguar Land Rover. JLR boss Ralf Speth has already spoken about 40 new JLR product launches
in the next five years. He has pledged £2bn a year to underpin this, with the £10bn investment
funding at least one new platform, plus increased capacity in the UK.

However, not all of this investment is expected to be focused on the UK. JLR is wisely spreading
its production footprint around the world to take advantage of booming global markets.

Reports from China in early October said that the JLR joint venture with Chinese car maker
Chery gained approval in record time from the Chinese National Development and Reform
Commission.

About £1.8 billion will be invested in a new Chinese plant that will, in the first stages, have the
capacity to build 130,000 vehicles per year, about 60 per cent of which will be Land Rover
models.

Reports say that Land Rover sales in China hit 47,975 units in the first eight months of the year,
85 per cent up on the same period in 2011. Its 96 Chinese dealer outlets will also soon be
expanded by a further 47 showrooms.

China is now JLR’s second biggest market, just behind the UK, and Chinese tastes are
increasingly turning away from conventional luxury saloon cars towards SUVS.

Buyers of premium vehicles in China and Russia are also pushing for the opportunity to buy
more limited-edition vehicles and customised styling packs, an opportunity JLR’s design teams
are eager to capitalise on.

Back in the UK, JLR has put the finishing touches to its new aluminium press shop at Solihull
and has just completed a new quality inspection building for the new Range Rover and its future
sister vehicles.

Work is also underway on the new JLR engine factory to be built in the West
Midlands/Staffordshire area, while much of the research work into a new generation of super-
frugal four-cylinder ‘Hotfire’ engines is being carried out by UK universities, including Warwick
and Loughborough (by Hilton Holloway).

Exercise 3: Put a suitable word in the gaps according to the text.
1. The brand is set to all three of its model
families.
2. Market data suggests the global SUV market will
22 million units by 2020.

3. What is Land Rover ?
4. Land Rover plans to the Range Rover line-up to
six models
5. This dramatic expansion will put a huge strain on the
and engineering capabilities of Jaguar Land Rover.
6. However, not all of this investment is to be

focused on the UK.

7. Reports from China in early October said that the JLR
with Chinese car maker Chery gained approval in record

time from the Chinese National Development and Reform Commission.

8. Its 96 Chinese will also soon be
expanded by a further 47 showrooms.
9. Tastes are increasingly from

conventional luxury saloon cars towards SUVSs.

Active Business Vocabulary
Here are some definitions and examples of vocabulary relating to planning.
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achievable - something that is realistic and possible, such as a goal

to analyze - to look into something in detail, such as why sales have not risen as much as hoped
to base a decision on - to make a decision depending on information available at the time
to be cautious - to be careful; to not want to take big risks

a concern - a worry, something you’re not very confident or happy about

to conduct an assessment - to analyze; to carry out research, perhaps to feed into the decision-
making process

the current situation - what things are like now, at the present time

to diversify - to move into new or different areas of work

to downsize - to become smaller

to draw up a plan - to put a plan together

to enable - to make something possible; to make something happen

to evaluate - to assess a situation; to look at pros and cons

to expand - to get bigger; to move into more markets

a failure - something that didn’t go well, wasn’t a success

to focus on - to concentrate on; to have as the main thing to work on

a forecast - a prediction; how you think things might turn out in the future

a goal - an objective; what is to be aimed at (and hopefully achieved) in the future

to look into - to get more information about; to consider

to make the most of - to get as many benefits out of a situation as possible

an outlook - a probable or expected outcome

to pan out - to work out; to turn out

the planning process - the stages to go through when planning

to predict - to say how things might turn out in the future

a priority - an action that needs to be done before another

a proposal — a suggestion; an idea; a possible way forward

to raise a concern - to express a worry

a risk - something you cannot control, but which could have a negative effect

to set targets - to agree what is achievable and what should be done

to share a vision - to have the same idea about what should be done and achieved in the future
a strategy - an agreed way forward; a plan for success

a success - something that goes well, as planned

unforeseen - something that was not expected

unrealistic - something that is not particularly achievable

Exercise 4: Complete the crossword

1 2

w
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10
Down
1. when you think about the future and decide what to do.
2. When companies move into new or different areas of business,
they .
3. to forecast the future, to say what you think will happen.
4. something that may have a negative impact on your future success.
5. When you think you can do something, you feel to do
it.
6. specific goals you set for the future.
Across
1. targets or goals that are realistic and can be achieved.
2. a plan or target
3. the way you see things to be in the future, the whole picture.
4. a plan for success, the way forward

Exercise 5: Complete the sentences with these words: forecast, the planning process, to conduct
an assessment, evaluate, set targets.
1. If Healthy Foods has a cost of capital in nominal terms of
10% and the expected inflation rate is 2%, whether
Healthy Foods’ existing investments are value creating or destroying.
2. The bottom line is that we reiterate our year-end
for RUR/USD at 29.5 with the ruble hovering within a RUR
28.7-30 range in 2013.

3. That initiative, in combination with the introduction of
workforce analysis tools, helps managers to plan, and
monitor progress.

4, As a basis for planning, it is necessary an
objective of radioecological conditions for residence and to
draft the appropriate standard-setting legislation.

5 can provide an objective and open

framework for evaluating the trade-offs between various goals.

Grammar Skills

We use different verb forms to talk about our plans for the future — depending on what kind of
planitis.

will

We use will to talk about plans decided at the moment of speaking.

1 forgot to phone my mum. I’ll do it after dinner. He decides to phone his mum when she is
speaking — she didn’t have a plan.

going to

We use going to to talk about plans decided before the moment of speaking.

I’'m going to phone my mum after dinner. I told her I’d call at 8 o’clock. He decided to phone his
mum before he speaks — he already had a plan.
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present continuous

We can also use the present continuous to talk about future plans. We usually use it when the
plan is an ‘arrangement’ — more than one person is involved and we know the time and place.
I’'m meeting Jane at 8 o’clock on Saturday.

Exercise 6: Choose the correct options.

We ‘re going to / 're going make a profit this year.
Why fie won 't | won 't he come for lunch?

Who's going | Who going to lead the meeting today?
Wait for me. 1/ I "Il just fetch my coat.

Are you going / You going to work late today?

Shall / Will 1 give you a hand?

| expect [ ’Il be / 1 be in Barcelona tomorrow.

What are we going to do / we do about all this?

NGO~ wWNE

Professional Communication Skills
MAKING PREDICTIONS

People in business often have to make predictions about the future: for example, to say if they
think a product or idea will be successful or not. The following phrases are useful for predicting
the future. Mark each phrase certain (V), probably (\?) or impossible (-?).
It’s impossible that...
I don’t think it will...
I expect it will...
I’'m sure it will...
I think it’s unlikely...
It will probably...
This will probably....
This will definitely....
It may/It might/It could

Exercise 7: Write a short memo to colleagues in your company saying that you want to invest in
venture in a technological field and explain why you think it will be a success

Culture Clip
PAST OR FUTURE?
Is the future more important than the past? If someone asks you want is best about your company
or your country, do you talk mainly about past success, or more about future developments?
Some cultures believe that past history is important because it makes us what we are today.
Other cultures believe that it is better to forget the past and look forward to the future.

Cnmcok Jureparypbl
OcHosHas aumepamypa:
1.OcHOBBI TIEpeBOAA, AHHOTUPOBAHUA U pPePEpUPOBAHUS HAYYHO-TEXHUYECKOIO TEKCTa
Onexrponnslii pecype / Hurupus E. A., Hurupuna T. 1O., KoBanesckas S. A., Ko3sipenko E.
B. - Boponex : BIYHUT, 2019. - 154 c. - YTBepKIeHO peaaKIMOHHO-U3/IaTEIbCKUM COBETOM
YHHMBEpCHTETa B KadecTBe yuyeOHoro mocobus. - ISBN 978-5-00032-437-0, sk3eMIuisipoB
HEOTPaHUYEHO
2.IlonoB, E.b. IlpodeccnonanbHblii MHOCTPAHHBIN SI3bIK: AHIIMHACKUN S3BIK @ yueOHOe
nocobue / E.b. Tlomos. - 2-e u3z., crep. - Mocksa ; bepnun : lupexr-Menua, 2018. - 151 c. :
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ui. - bubnmuorp. B kH. - ISBN 978-5-4475-2797-6 ; To »xe [Dnexrponnsiii pecypc]. — ObC
URL: http://biblioclub.ru/index.php?page=book&id=494797
Lononnumenvuas numepamypa
1. Comko A.C. IlpodeccroHanbHblii HHOCTPAHHBIM S3BIK JJISi CHEIMAINCTOB B 00JacTH
KOMITbIOTEpHOM Oe3omacHocTH [DnekTponHbiii pecype] / A.C. Comko, E.A. ®demopoBa. —
OnexTpoH. TekctoBble nanuble. — CII6. : Yuusepcurer UTMO, 2016. — 34 ¢. — 2227-8397.
— Pexxum moctyna: http://www.iprbookshop.ru/68059
2. bananguna, FO. B. JlenoBoii mHOcTpaHHBIH s3bIK. Business Letters [DmekTpoHHBIN
pecypc] / YO. B. bananguna, FO. A. Ca3zanouu, H. A. TumykoBa. — DJIEKTPOH. TEKCTOBBIC
nanaeie. — CII6. : YuauBepcurer UTMO, 2016. — 45 ¢. — 2227-8397. — Pexum goctyma:
http://www.iprbookshop.ru/66438.html U3narensctBo «IIpometeii», 2013. - 405 c. - ISBN 978-
5-7042-2486-0 ; To xKe [DneKTpOoHHBIIH pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=240471
Memoouueckas nrumepamypa:
HBanoBa O.5. MeTonnyeckue ykazaHus 1O BBITOJHEHUIO MPAKTUYECKUX pabOT MO AUCHUILTUHE
«MHOCTpaHHBI A3BIK B TpodeccruoHambHON cdepe (anrmuiickuii s3pIk)»- CKOY, 2021.
(37IeKTpOHHAs BEpCHs).
2. BanoBa O.4. MeTtoauueckue ykazaHus AJis 00y4yaroUMxcs 0 OpraHU3alui U IPOBEACHUIO
CaMOCTOSTENbHON paboThl Mo aucHuruinHe «MHOCTpaHHBIN S3BIK B MpodeccHoHanbHOU cdepe
(anrnuiickuii s3pIK)»- CKDVY, 2021. (35eKTpoHHAs BEpCus)
Hnmepnem-pecypcuol:
1.http://www.bbc.co.uk/home/today/index.shtml - pecypcor u matepuanst BBC
2.http://www.native _english.ru — Marepuanbl Uisi U3y4arOUIMX AHTJIMHACKUH SI3BIK: CTAThH,
TECTBI, UTPBI, HIIMOMBI, TOCIOBUIIBI, IPOTPAMMBI, Ay AMOKHUTH, (PHIHMBI.
2.http://www.english.language.ru/index.ntml  — TecrupoBanue ownaiiH. becruiatHbie
MHTEPAKTHBHBIC YPOKHU aHTIIMHCKOTO S3bIKA.
4.http://www.englishonline.co.uk - English Online — pecypcbl 11 U3ydeHHs aHTIUHCKOTO
S3bIKA
http://www.multilex.ru/online.htm — «MyJbTHIIEKCY» — aHTIIO-PYCCKUI M PYCCKO-aHTITMUCKUN
AJIEKTPOHHBIN CIOBAphb.

Cnucok JIuTepatypsbl
OcnosHas numepamypa:
1.OcHOBBI TIEpeBOAA, AHHOTUPOBAHUA U pPEePEpUPOBAHUA HAYYHO-TEXHUYECKOIO TEKCTa
Onexrponnslii pecype / Hurupus E. A., Hurupuna T. 1O., KoBanesckas S. A., Ko3sipenko E.
B. - Boponex : BI'VUT, 2019. - 154 c. - YTBepKAeHO peIaKIIMOHHO-U3IaTeIbCKUM COBETOM
yHMBEpcHTETa B KadecTBe yuyeOHoro mocobus. - ISBN 978-5-00032-437-0, sk3eMIuisipoB
HEOTPaHUYEHO
2.IlonoB, E.b. IlpodeccnonanbHblii MHOCTpAHHBIN SI3bIK: AHIIMHCKUI S3BIK @ yueOHOe
nocobue / E.b. Tlomos. - 2-e u3x., crep. - Mocksa ; bepnun : lupexr-Menua, 2018. - 151 c. :
ui. - bubnuorp. B kH. - ISBN 978-5-4475-2797-6 ; To xe [OnexrponHslit pecypc]. — IbC
URL: http://biblioclub.ru/index.php?page=book&id=494797
Hononnumenvnasn numepamypa
1. OcHoBbI pedeprpoBaHUs U AHHOTUPOBAHUS HAYYHON aHIVIMHCKON JUTEpaTyphl: yueOHO-
Mmeroauyeckoe mocobue / MunucrepctBo cnopta Poccuiickoit ®enepanuu, Cubupckuit
TOCYJTapCTBEHHBIN YHUBEPCUTET (PU3MUYECKON KyJIbTyphl U criopTa; cocT. K.FO. CumonoBa. - 2-¢
u3M., uctp. u pom. - Omck: M3garensctBo Cubl Y@K, 2015. - 142 c.: Tabn. - bubnuorp. B KH.;
To e [Dnextponnsrii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=459424
2. BunnukoBa, O.A. AHITUHCKUH A3bIK: yueOHOe 0cOOUE MO Pa3BUTHIO HABBIKOB MUChMEHHON
peun Ha (QaxynpTeTe Maructepckod moarorosku / O.A. BunnukoBa, M.U. Cepenuna, E.C.
CwmaxTun; @uHaHcoBbIl yHUBepcuTeT nipu llpaBurenscree PO. — M.: [Ipomereit, 2018. - 163 c.
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- ISBN 978-5-907003-68-2; To  xe [DnmexkTpoHHBIT  pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=494939 3BC
3. Tamaranoma, JLLE. AHrmuiickuii s3bIK i1 MaructpaHToB: yuyeOHoe mocobue / JLE.
I'anaranoBa, T.A. JloryHoB ; MuHucrtepctBo oOpasoBanust u Hayku P®, Kemeposckuit
roCy1apCTBEHHbIA YHUBepcutTeT. - KemepoBo: KeMepoBCckuii rocyJapCTBEHHBIN YHUBEPCHUTET,
2017. - 288 c. - bubmumorp. B kH. - ISBN 978-5-8353-2114-8 ; To xe [DnekTpoHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481516
Memoouueckas rumepamypa:
1.MBanoBa O.f. Meroaudeckue yKa3aHHs IO BBIMOJTHEHUIO TMPAKTHYECKUX padoT o
mucuuruinae «MHocTpaHHbIN 3bIK B cdepe nmpodecCHOoHAIbHOM KOMMYHHKAIMK (QHTIIHMICKUNA
s36IK)»- CKDY, 2021. (351eKTpoHHAs BepCus).
2. VBanoBa O.5l. MeTtoauueckue yKa3zaHUs Ui 00Y4aromuXcs M0 OpraHu3aluy U IpOBEICHUIO
caMoCTOSTeNbHON paboThl o aucHuminHe «MHocTpaHHbIN A3bIK B cdepe npodeccruoHanbHON
KOMMYHUKaIUU (aHrnuickuil s3p1k)»- CKOVY, 2021. (snexktpoHHas Bepcusi).
Humepnem-pecypcoi:
1.http://www.bbc.co.uk/home/today/index.shtml - pecypcst u marepuanst BBC
2.http://www.native english.ru — Marepuanbl Uil U3y4arOUIMX AHTJIMHACKUH SI3BIK: CTAThH,
TECTBI, UTPBI, UIHMOMBI, TOCIOBHIIBI, IPOTPAMMBI, Ay TMOKHUTH, (DUITHMBI.
2.http://www.english.language.ru/index.ntml — TecrupoBanue owiaiiH. becruiatHbie
MHTEPAKTHBHBIC YPOKHU aHTIIMHCKOTO S3bIKA.
4.http://www.englishonline.co.uk - English Online — pecypcbl 11 U3ydeHHs aHTIUHCKOTO
S3bIKA
http://www.multilex.ru/online.htm — «MyJbTHIIEKCY» — aHTIIO-PYCCKUI M PYCCKO-aHTITMUCKUN
AJIEKTPOHHBIN CIOBAphb.
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10. Cniucok peKoMeH1yeMOi JIUTepaTypbl

Ocnoenas aumepamypa:
1.OcHOBBI TIEpeBOAa, AHHOTUPOBAHUA U pPEePEpUPOBAHUA HAYYHO-TEXHUYECKOIO TEKCTa
OnexrpouHsiid pecypc / Uurupun E. A., Yurupuna T. FO., KoBanesckas S. A., Kossipenko E.
B. - Boponex : BIYUT, 2019. - 154 c. - YTBepKaeHO peaaKIIMOHHO-U31aTEILCKUM COBETOM
YHHBEpCHTETa B KadecTBe yuyeOHoro mocobus. - ISBN 978-5-00032-437-0, sk3eMIuisipoB
HEOTPAHUYEHO
2.IlonoB, E.b. IlpodeccnonanbHblii MHOCTpAHHBIN S3BIK: AHIIMHCKUI S3BIK : ydeOHOE
nocobue / E.b. Ilonos. - 2-¢ u3., crep. - Mocksa ; bepnun : lupexkr-Menua, 2018. - 151 c. :
ui. - bubmuorp. B kH. - ISBN 978-5-4475-2797-6 ; To xe [DnekrponHslit pecypc]. — ObC
URL: http://biblioclub.ru/index.php?page=book&id=494797
Lononnumenvuas aumepamypa
1. Comko A.C. IlpodeccrnoHalbHBI MHOCTPAHHBIN S3BIK JJIS1 CICIIHAIMCTOB B 00JACTH
KoMIbloTepHON Oe3omacHoctu [Dnektponnbiii pecype] / A.C. Comko, E.A. ®demopoBa. —
OnekTpoH. TekcToBbie nanubie. — CII6. : Yausepcurer UTMO, 2016. — 34 ¢c. — 2227-8397.
— Pexxum nocryma: http://www.iprbookshop.ru/68059
2. bananauna, HO. B. [lenoBoii mHOcTpanHbIil s3bIK. Business Letters [DaexTpoHHBIH
pecypc] / 1O. B. bamanguna, 0. A. Ca3zanoBuy, H. A. TumrykoBa. — DJIEKTPOH. TEKCTOBBIC
nannsie. — CII6. : YuuBepcurer U'TMO, 2016. — 45 c. — 2227-8397. — Pexum poctymna:
http://www.iprbookshop.ru/66438.html 1U3narensctBo «IIpomereii», 2013. - 405 c. - ISBN 978-
5-7042-2486-0 ; To xKe [DnekTpoHHbIN pecypcl]. - URL:
http://biblioclub.ru/index.php?page=book&id=240471
Memoouueckas nrumepamypa:
1.MBanoBa O.5. Meroandyeckue YyKa3aHWs TIO BBIIOJHEHHUIO MPAKTUYECKHX paboT 1o
muciuminae «MHocTpaHHbii s3bIK B cepe npodeccrnoHalbHONH KOMMYHHUKAIUU (QHTIIMHACKUAN
sa3bIK)»- CKDVY, 2021. (351ekTpoHHas BepCus).
2. WBanoBa O.5. Metoauueckue ykazaHus A 00y4YaroUuxcs M0 OpraHU3aIlii U MPOBEACHHUIO
CaMOCTOSITENIbHON padoThl 1Mo aucuuIuinHe «HOCTpaHHBIN SI3bIK B cdepe NpodeccCHoHaIbHON
KOMMYHHKAIMH (aHTTUHCKUHN s13bIK)»- CKOVY, 2021. (snekTpoHHas Bepcus).
Humepuem-pecypcoi:
1.http://www.bbc.co.uk/home/today/index.shtml - pecypcst u marepuanst BBC
2.http://www.native_english.ru — Marepuanbl sl U3y4arOlIMX AHTJIMHACKUHN SI3BIK: CTAThH,
TECTBI, UTPBI, UAHOMBI, TOCIOBHIIBI, TPOTPAMMBI, Ay TUOKHUTH, (PUITHMBI.
2.http://www.english.language.ru/index.html — TectupoBanue ownnaiiH. becruaTHbie
WHTEPAKTUBHBIC YPOKHU aHTJIMHCKOTO S3bIKA.
4.http://www.englishonline.co.uk - English Online — pecypchbl i M3y4eHHs aHTJIMHCKOTO
A3BIKA
http://www.multilex.ru/online.htm — «MynbTHIEKCY» — AaHIIIO-PYCCKHIA M PYCCKO-aHTIHMICKUN
AIIEKTPOHHBIN CIIOBAPb.
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1. BBenenue

Meronudyeckue pPEeKOMEHIAIMK K CaMOCTOSITENIbHONH padoTe CTYIEHTOB 1O JTUCIUIUIMHE
«MHocTpaHHbIl  s3bIK B cdepe mnpodeccuoHANbHON KOMMYHUKAIMM» pa3paboTaHbl B
COOTBETCTBMM ¢ pabouedl mporpaMMoil  AUCHUIUIMHBI 1o  HampaBieHuto  09.03.02
HNudopmannonnsle cucteMbl U TexHonorun HampaeneHHocTs (mpoduis): MHbopmannoHHbIS

CUCTEMBI U TEXHOJIOTMU B OU3HECE.

OcHoBHOM (hopMOIl pabOTHI CTyIEHTa SBJISETCS HE TOJBKO paboTa Ha JEKIHH, U3Yy4YeHHE
KOHCIIEKTa JICKIIMH, WX JOMOJIHEHHWE PEKOMEHJOBAHHOW IHUTEpaTypoil, HO W OoJbImas
camocTrosiTeNibHas ydeOHas pabora, KOTopas TIO3BOJIUT TIyOOKO NPOHUKHYTH B CYTh
paccMaTpuBaeMoil MpoOJIEMbl M TOATOTOBUTH TMOYBY JJSl YCHEMIHOW MpodecCHOHaTbHON
nesTeNbHOCTH. J[mst ycrenmrHoW y4deOHOW JesTeNIbHOCTH, €€ WHTEHCHU(PHUKAIUU HEOOXOIMMO
YVYUTHIBATh CIEAYIONUE CYObEKTHBHBIC (DaKTOPHI:

1. 3HaHre MPOrpaMMHOrO Marepuaia, HAIMYKWE MPOYHOM CHUCTEMBI 3HAHUM, HEOOXOIUMOM IS
YCBOGHUS OCHOBHBIX JHMCLUUIUIMH, MPEAYCMOTPEHHBIX MPOrpaMMoOi, 00Ias COBOKYIHOCTb
KOTOPBIX OOYCJIOBIMBAET YpPOBEHb OBJIAJCHHUS T'paMMATHUYECKHMM KOMIIOHEHTOM HHOS3BIYHON
peuu.

2. Hannuue BeIpaOOTAaHHBIX YMEHUH, HABBIKOB YMCTBCHHOT'O TPYy/a:

a) yMeHHue JenaTh TIIyOOKuil, OOCTOSTENbHBIN aHanmu3 Mpu paboTe ¢ KHUTOH, MHTepHeT—
HMCTOYHHKAMU;

0) BiageHHE JOTMYECKMMM OIepalusMH: CpaBHEHHME, aHajau3, 0000IleHue, onpeseeHue
MOHSTUH, TIPABUJIA CUCTEMATHU3AIIMN U KIIACCU(DUKAITUH.

3. Crenuduka TmO3HABAaTENbHBIX TMCHXWYECKUX MPOIECCOB: BHHUMAaHWE, TMaMsiTh, peyb,
HaAOII0IaTEIbHOCTD, UHTEIIEKT U MBIIIICHHUE.

4. Xopomasi paboTOCIOCOOHOCTh, KOTOpas 0O0ecreuynBaeTcsi HOPMAJIbHBIM (PU3UYECKUM
COCTOSTHUEM.

5. CooTBeTcTBHE H30paHHON AEATeTbHOCTH, NPO(MECCHH HWHAMBHAYAIBHBIM CIHOCOOHOCTSIM.
HeoOxoqumo BbIpabOTaTh YMEHHE CaMOPETryJIHMpOBaTh CBOE SMOIIMOHAIBHOE COCTOSIHHE U
yCTpaHATh OOCTOSITENLCTBA, HAPYIIAIOIINE IEJIOBOM HACTPOIi, MEIIalolle HaMeueHHO paboTe.
6. OBnasieHre ONTUMATBHBIM CTUJIEM PabOThI, 00ECTICYHBAIONINM YCIIEX B IESITEIHHOCTH.

7. YpoBeHb TpeOoBaHMiA K cebe, ONpeaesIIeMbIi CIIOKUBILIEHCS CAMOOIICHKOM.

AJnlekBaTHasi OIIEHKA 3HAHUM, JOCTOMHCTB, HEJOCTaTKOB — Ba)KHasg COCTaBJISIOIIAS
caMOOpraHu3alliy 4ejioBeka, 0e3 Hee HEeBO3MOXKHA yCHellHas paboTa MO YIpPaBIEHHUIO CBOUM

MOBE/IEHUEM, JI€ATEIbHOCTHIO.
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[To nabmronmeHusIM HccieaoBaTeNeld MeaaroroB, OJHA W3 OCHOBHBIX OCOOCHHOCTEH OOydeHUSs
3aKJII0YacTCad B TOM, YTO HOCTOS'IHHBII;'I BHeI_HHI/II\/JI KOHTpOJIb 3aMCHICTCsI CaMOKOHTpOJICM,

aKTHUBHAs POJIb B 00yUEHUH MPUHALIEKUT y>KE HE CTOJIBKO IPENOIAaBATENI0, CKOJIbKO CTYICHTY.

2. O61mas xapakTepuUCTHKa CAMOCTOATEIbHONU PabOThl CTYEHTA MIPU U3yUYEHUU TUCIUTUIUHBI
CamocrosTenbHas paboTa CTyACHTAa B paMKax IUCHHUILTMHBI «VHOCTpaHHBIA S3BIK B cdepe
npoeCCHOHATPHON KOMMYHUKAIlMM» IMOHMMAaeTcs Kak IUlaHupyemas yueOHas pabota,
BBITMIOJIHSAEMAsi BO BHEAYJIUTOPHOE BpeMs MO 3aJaHUI0 M I[PH METOAMYECKOM PYKOBOJICTBE
npenoaaBaress, Ho 6e3 ero HermocpPeACTBEHHOTO Y4acTHsl.

CamocrosTenbHas paboTa HarpaBieHa Ha (OPMUPOBAHUE CIICTYIOIINX KOMIIETECHIIHIA:

Nunekc DopMyJIUPOBKA:

VK-4 Crioco0eH OCyIIECTBIATh JICTOBYI0O KOMMYHHUKAITUIO
B  YCTHOM W  THUCbMEHHOW  Qopmax  Ha
rocy1apcrBeHHoOM s3bike Poccuiickon denepauuu u
MHOCTPAaHHOM(BIX)  SI3bIKE(AaX)MEKIMYHOCTHOIO U

MEKKYJIBTYPHOTO B3aUMOJICHCTBUSA

Llens camocTOATENBFHOM pabOTHI CTYICHTOB B IPOLIECCE U3YyUCHUS AUCHUILTHHBI «IHOCTpaHHbIH
A3bIK B cdepe NpodhecCHOHATbHOM KOMMYHHUKAllMU»— HAay4YUThb CTYJIEHTa OCMBICIEHHO U
CaMOCTOSITENIbHO paboTaTh: 1) ¢ ydeOHBIM MaTepualoM MO AMCHMIUIMHE, 2) C HAay4YHOM
uHpopManrel, akTyalbHbIMH HCCIEIOBAHUSAMU B OOJIACTH JI€JIOBOM KOMMYHHUKAaIMH, 3) C
HMIUPUYECKUMH JAHHBIMHU, MOJIY4YaeMbIMHU B XOJi€ SKCIEPHUMEHTAJIbHBIX MCCIEeNOBaHUH, 4) ¢
METOAOJIOT'MYECCKUMHU ImoaxoJgaMu COBPEMECHHBIX I/ICCJ'IGI[OBaHI/II\/'I; 5) C KOHKPCTHBIMU
JJMUHI'BUCTUYECCKUMHU METOAaMH U METOJJUKaAMHU.

3aauu caMOCTOSITEILHON pabOTHI:

- CHCTeMAaTU3MPOBaTh M 3aKPENUTh IOJYYCHHbIE TEOPETHUECKUE 3HAHHS M IpPaKTHUECKue
YMEHUS CTYIAEHTOB;

- Pa3sBUTHb ITO3HABATCIILHBIC CIIOCOOHOCTA M aKTHBHOCThH CTYACHTOB: TBOPYCCKYIO MHHUIIUATUBY,
CaMOCTOSITENIbHOCTh, OTBETCTBEHHOCTh M OPTaHU30BaHHOCTb;

- cpopMHpOBaTH M Pa3BUTh HABBIKM BEJICHHUS CAMOCTOSTEIbHONW paboThl M  OBJIAJEHUS
METOJUMKOMN HCCIIeI0OBaHUS NP pPellieHUuH pa3padaThiBaeéMbIX B y4eOHOH JesTeNbHOCTH IpobiieM
¥ BOIIPOCOB;

-IIOBBICUTL YPOBCHbL TIOATOTOBJIICHHOCTH K CaMOCTOSTEILHOMI pa60Te B COOTBCTCTBHUHU C
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BBI6paHHI)IM HAay4YHBIM HaAIIpaBJICHHUEM B YCJIOBUAX COBPEMCHHOI'O COCTOSIHHA HAYKH U

KYJIBTYPBI.

Takum o0pa3oMm, camocTosTeNbHass padoTa NMPHOOIIAET HAYYHOMY U HCCIEIOBATEIHECKOMY

TBOPYECTBY, IIOMCKY M aHAJIN3y aKTyaJbHBIX npo6neM COBpeMCHHOfI IICUXOJIMHT BUCTUYECKOM

HaYyKH.

3. [Inan-TpaduK BHIOJIHEHUS CAMOCTOSTEILHON pabOThI

Konrl HUtoroseiii CpenctBau | OObeM 4acoB, B TOM YHUCIIE
peanus MPOAYKT TEeXHOJIOTHH | (acTp.)
YEMBIX B CaMOCTOSITENIb | OLICHKH CPC | KonraktHas Bcero
JeSITeIbHOCTH
KOMIIET HOM paboTHI paboTa ¢
_ | cTynenToR
SHITUI peroaaBarenemM
2 cemecTp
VK-4 ITonroroBka k | YctHOE Cobecemona | 10,5 |15 12
Y4acTHIO B coo0IIeHne HUE
KPYTJIOM CTOJIE
VK-4 [ToarotoBka k | TBOpUeckoe CobecemoBa | 7,5 15 9
TBOPUYECKOMY | 3aJlaHUE HUE
3aJIaHUTO0
YK-4 [ToaroroBka [Tpesentanmst | Cobecenona | 7,5 1,5 9
WHIUBUAYATbH HUE
BIX
TBOPUYECKUX
MIPOEKTOB
Hroro 3a 2 cemecTp 255 |45 30
HUroro 255 |45 30

I[J'IH BBIIIOJIHEHHUS CaMOCTOSATEIbHOM pa6OTLI HCO6XOI[I/IMO IIOJIB30BATbHCA J'IHTCpElTypOfI, KOoTOpas

IpEeMJIOKEHAa B CIMCKE PEKOMEHIyeMOW JuTeparypsl, HHTepHET-pecypcamMu WM JIpyTHMH

HCTOYHHWKAMH 110 YCMOTPCHUIO CTYACHTA.

CamMocTosTenbpHas pa60Ta pacCuruTaHa Ha Pa3HbIC YPOBHU MBICIIUTEIbHON OeATEIbHOCTH.

BrimonnenHas pa60Ta IIO3BOJIUT HpI/IO6peCTI/I HC TOJIBKO 3HAHHA, HO U YMCHU, HABBIKHU, 4 TAKKC

BBIpa6OTaTI) CBOI0O MCTOAUKY IMOATIOTOBKH, YTO OYCHb Ba’XHO B HaHBHeﬁmeM mponecce H&y‘IHOfI
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JIeITEIILHOCTH.
[Tpu u3yueHUH TUCIUTUIMHBI IPEAYCMATPUBAIOTCS CIEAYIONINE POPMBI CAMOCTOSTEIILHON
paboThI CTyIEHTA:!

- CaMOCTOATENIbHOE U3YUYEHHUE JIUTEPaTyphl, online BUIE0-MaTepUAIIOB;

- MOATOTOBKA K 00CYKICHUIO TIOCTABJICHHON MTPOOJIEMBI;

- CaMOCTOSITEIILHOE PEIIeHNe KOMMYHHKATHBHO-PEUEBhIX 33/1a4;

- MOATOTOBKA COOOIIEHHS;

- BBITIOJITHCHUE (POHETHUECKHUX, JIEKCUKO-TPAMMATHYCCKUX YIIPAXXKHEHUN, TUCHMEHHBIX
3aJIaHuM;

- MOJATOTOBKA K TUCKYCCHH,

- IMOATOTOBKA MPE3CHTANU.

4. Meronnyeckue yKazaHus

UreHue OCHOBHOM M JONOJHUTEIBHOW JMUTEPATYPBI IO KypCy C KOHCHEKTHPOBAaHHEM IIO
paszuenam.

CamocrosTenbHas paboTa pu YTEHUH Y4eOHOM JIUTepaTypbl HAUMHACTCS C U3YUEHUs KOHCIIEKTa
MarepHaia, MoJy4yeHHOIo MpH CIyLIaHuW JIeKUui npenojasatens. [lomyuyeHHyo uHpOpMaLnio
HEOO0X0MMO OCMBICTUTH. [Ipr HE0OXOAMMOCTH, B KOHCIHEKT JIEKIUH MOTYT OBITh BHECEHBI
CXEMBI, Ipyras JONoJHUTEIbHas nHpopManus. [Ipu u3yueHun HOBOro Marepuasa COCTaBIsAETCs

KoHcIIeKT. C3KaTo M31araeTcs caMoe CYHICCTBCHHOC B IAHHOM MaTcpUalic.

Pabora c anekTpoHHBIME pecypcamu B cetu HTepHeT.

Jns noBeiieHust 3p(HEKTUBHOCTH CaMOCTOSITENILHON pabOThI CTYIEHT AOJKEH YMETh paboTaTh B
IIOUCKOBOW cucTteMe ceTu VHTepHeT M UCMHONb30BaTh HaWACHHYIO WHGOpPMALUI0 MpU
HNOJArOTOBKE K 3aHATHUsAM. IloMck MHQpOpMaLuMuM MOKHO BECTH IO aBTOpPY, 3arJIaBUIO, BHUIY
U3JIaHus, TOAYy M3JaHMsl WU M3JaTenbCTBY. Takke B ceTw VHTepHET nocTymHa yciayra 1o
CKaUMBAHUIO METOAMYECKUX YKa3aHUU M yuyeOHbIX MOcoOMi, moadopy HEOOXOAMMON Hay4dHOUH

JUTEPATYPHI.

KoncnektupoBanue u pedeprpoBaHie NEPBOUCTOYHUKA U HAyUHO-HCCIIEA0BATEIbCKOM
JUTEPATYPHI.

Koncnekr mpencrasnsier co0oil JOCIOBHBIE BBIMMCKM W3 TEKCTa HCTOYHHMKA. [Ipu sTOM
HEOOXOMMO TOHMMATh, YTO KOHCIIEKT — 3TO HE IOJHOE IEPENUChIBAHUE UY)KOTO TEKCTa.
HeoOxoaumo 3HaTh, YTO MPH HAIMCAHUU KOHCIIEKTA CHaYyajla IPOYUTHIBAETCS TEKCT — UCTOYHUK,

B HEM BBIACITAOTCA OCHOBHBIC ITOJIOXKCHM, HOJI6I/IpaIOTC$I IMPUMCEPHI, I/I}I[éT IMEPEKOMITIOHOBKA
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MmaTepHana, a yxe 3areM opopMisieTcs: TEKCT KOHCIeKTa. KOHCIEKT MOXKeT ObITh MTOJHBIM, KOT/1a
paboTa UAET co BCEM TEKCTOM MCTOYHHUKA WM HEIOJIHBIM, KOTJa HHTEPEC MPEACTABIISAET KaKoi-
100 OJIMH WJIM HECKOJIBKO BOIIPOCOB, 3aTPOHYTHIX B UCTOUHHUKE.

PedepupoBanne — 3TO CIOXKHBIM TBOPYECKMH NPOLIECC, B OCHOBE KOTOPOrO JIEKUT YMEHHE
BBIJICJINTh TJIABHYIO HMH(OpManUI0 U3 TEKCTa IepBOMCTOUHMKA. PedepupoBanue — mporuece
AQHAJIUTUYECKU-CUHTETUYECKOr0 00paboTku HMH(OpManuu, KOTOpas 3aKIIYacTCs B aHAIHM3e
NEPBUYHOIO0 JOKYMCHTA, HAXOXKACHNU 3HAYUMBIX B CMBICJIOBOM OTHOIICHWHU JAaHHBIX (OCHOBHLIX
HOJIOKEHUH, (PAKTOB, TIOBEOUTE IECHb, PE3yJIbTAaTOB, BBIBOJOB). PedepupoBanue umeer LeIbiO
COKpaTUTh (U3MUECKUI O00BbEM IMEPBUYHOIO JOKYMEHTA IIPU COXPAaHEHHWU €ro OCHOBHOIO
CMBICIIOBOTO COJICp)KaHUsS, WCHOJNB3YETCs B HAyYHOW, M3IATENbCKOW, HMH(OPMAIIMOHHONH U

Ooubmmorpaduueckoit 1esaTeTbHOCTH.

[ToaroToBka K Kpyriomy CTOJIY

[ToaroToBka K CeMUHApY-KpYIJIOMy CTOJIy HAuMHAETCS C pacrpeaeineHue (opM ydacTtus u
(GYHKIIUM CTYJIEHTOB B CEeMHUHape-KpyrioMm ctoje. CTyJAeHTaMu OCYIIECTBIISIETCS OIpe/eieHHe
Kpyra mpo0JyieM U BOIIPOCOB, MOJIEKAIINX 00CYKACHHUIO; TO100p OCHOBHOM U AOMOJHUTEIBHON

JIUTEPATypPhl K TEME CEMUHAPA - KPYIJIOTO CTOJIA, & TAKKE JaJbHEUIIIEe N3YUEHUE JIUTEPATYPBI.

[ToaroroBka MyJabTUMEIUMHON Mpe3eHTaLIN

JUis TOATOTOBKM Mpe3eHTAllMM peKoMeHayeTcss wucnoib3oBarh LibreOffice Impress (s
MOJTOTOBKM COOCTBEHHO MYyJbTUMEIUMNHBIX mpe3eHTanuii) u LibreOffice Writer (s
COCTaBJIEHUSI TEKCTOBOTO COMPOBOXKICHHS TPE3CHTALNH), SBISIOMUXCS KOMIOHEHTaMH
OTKpBITOr0 M cBoOOgHOrO oducHoro nakera LibreOffice. Taxke nomyckaercs HCHOIb30BaHUE
nponpuetapHoro npojaykra Microsoft Office (Powerpoint 1 Word, coOTBETCTBEHHO), OZJHAKO B
ATOM Ciydae JOHKHBI MCIIOJIB30BaThCs Hambolsiee coBMecTuMble (opmatsl .ppt, .doc (HO He
.pptx, .docx).

Jl1s HOATOTOBKM Mpe3eHTalluKi He0OX0IMMO coOpaTh U 00padoTaTh HaYAIBHYIO HH(POPMALIUIO.
[TocnenoBaTenbHOCTh MOATOTOBKH MPE3EHTALIMN:

1. YeTko chopMyIHpOBaTH 1IeITh MPE3ESHTAINHU: BBl XOTHTE CBOIO ayTUTOPHUIO

MOTHUBHPOBATh, YOEIUTh, 3apa3UTh KaKO-TO Hieel Wi mpocTo GopMaabHO

OTYHUTATHCS.

2. OnpenenuTh KakoB OyzeT popMmar Mpe3eHTaluH: )KUBOE BBICTYIUIEHUE (TOTAa, CKOJIBKO OyaeT
€ro MPOAOKUTEIBHOCTD) WU 3JIEKTPOHHAS pacchulka (KakoB Oy/IeT KOHTEKCT NMPE3EHTAIUN ).

3. OTo0paTh BCIO cOiEpKATEIBHYIO YaCTh JUIsl PE3EHTAMH U BBICTPOUTD JIOTUYECKYIO IIETTOUYKY
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IPECTaBICHHUS.

4. OnpenenuTh KIH0YEBbIE MOMEHTHI B COJIEPKAHUN TEKCTA U BBIICINUTD UX.

5. OmnpenenuTs BHUABI BHU3yadu3aluMu (KapTUHKH) JUIsI OTOOpaKEHUS HX Ha claijax B
COOTBETCTBUHU C JIOTMKOH, LIENbIO U crieln(UKoil MaTepuaa.

6. IlomoOparp nu3aiiH M QopmaTupoBaTh ciaiiipl (KOJIMYECTBO KAapTHMHOK M TEKCTa, MX
pacIroIoXkeHHe, IBET U pa3Mep).

7. IlpoBepHUTh BU3yalIbHOE BOCIIPUATHE TPE3CHTALIH.

K Bugam Buzyanuzanuu OTHOCSTCS WILTIOCTPALMK, 00pa3bl, JUarpaMMsl, TaOIHILIbI.
WnnrocTpanust — npeicTaBlIeHUe PeaabHO CYIIECTBYIOIIETr0 3pUTEIBHOTO psijia.

OO6pa3el — B OTIIMYME OT WJUTIOCTpauuii — mertadopa. VX Ha3HayeHHe —BbI3BAaTh SMOLUIO H
co3JaTh OTHOILIEHUWE K HEHW, Bo3aelcTBOBaTh Ha ayauTtopuio. C IOMOIIBIO  XOPOIIO
IPOAYMaHHBIX U MPEJCTABISAEMbIX 00pa3oB, MH(OpMAIUS MOXET HAJ0Jir0 OCTaThCsi B MAMATH
4eJI0BeKa.

Juarpamma — BU3yasin3alMsi KOJUYECTBEHHBIX M Kaue€CTBEHHBIX CBsizel. WX mcnonb3yror mis
yOeIUTENbHON JIEMOHCTPALMN JITAHHBIX, JUISl POCTPAHCTBEHHOI'O MBILUIEHUS B JIONOJHEHUE K
JIOTHYECKOMY.

Tabnuua — KOHKPETHBIHM, HarJsSAHBIM M TOYHBIA MOKa3 AaHHBIX. Ee ocHOBHOe Ha3HaueHHe —

CTPYKTYPHPOBATh HH(POPMAIHIO, YTO TIOPOM 00JIeryaeT BOCIIPHUITHE JaHHBIX ayIUTOPHEH.

HpaKTI/IquKHe COBCTLI 110 ITOATOTOBKEC IIPE3CHTALIUH.

. TOTOBBTE OTAENIBHO: MEYATHBIN TEKCT + Claiiibl + pa3JaTOuHbI MaTepHall;
. CJTaiIbl — BU3yalibHAas To/1aya HHGOpMAIUU, KOTopas JOJIKHA COJIepKaTh
. MUHHMYM TE€KCTa, MAKCUMYM H300pa)K€HU, HECYIIINX CMBICJIOBYIO HATPY3KY, BHITJISICTh

Harjs1IHO U IIPOCTO;

. TEKCTOBOE COJIep KaHKe MPE3EHTAIIMHN — YCTHAs PeUb WM YTEHHE, KOTopast
° AO0JDKHA BKIIIOYATh apryMCHTHI, q)aKTI)I, JOKa3aTreiIbCTBa U OMOIINU,

. peKoMeHTyemMoe Jrciio cnaiios 10-12;

. o0si3atenpHas HHGOPMAIUS A7 MPe3eHTalUU: TeMa, (PaMUIis ¥ MHULIAATBI

. BBICTYTAIOIIETO; IJIaH COOOIICHMS, KpaTKHWe BBIBOABI M3 BCETO CKAa3aHHOTO; CIHCOK

HCIIOJIb30BaHHBIX UCTOYHHUKOB;
. pa3naToyHbId MaTepuan — JOJDKeH oOecreunBaTh Ty K€ TIIyOMHY U OXBaT, YTO M KUBOE
BBICTYIIJICHHE: JIIOAM OOJbIlle JOBEPSIOT TOMY, YTO OHHM MOTYT YHECTH C CO00OH, uem
MCUE3aI0UINM N300pakeHUsIM, CII0BA M CIIalIbl 3a0BIBAIOTCS, a pa3/laTOYHBI MaTepHuaj OCTaeTCs
MOCTOSTHHBIM OCSI3a€MbIM HAallOMMHAHHUEM; Pa3JaTOYHbIN MaTephall BaXXHO pa3laBaTh B KOHIE

Mpe3eHTAlNN; Pa3/IaTOUHbIM MaTepuaibl TOJKHBI OTIMYATHCS OT CIIaiJI0B, JOKHBI OBITH Ooliee
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WH(pOPMATHBHBIMU.

Pabora cryneHTa Haa JOKJIAAOM-TIpE3EHTALMEH BKIIOUACT OTPAOOTKY YMEHHS CaMOCTOSTEIBHO
000011aTh MaTepual U JAefaTh BBIBOJbI B 3aKJIIOUEHUHU, YMEHHUS OPUEHTUPOBATHCS B MaTepualie u
OTBeYaTh Ha JIOMOJHUTEIbHBIE BONPOCHI CIylIaTeNnell, 0OTpabOTKy HaBBIKOB OpPAaTOPCTBA, YMEHUS
MIPOBOJIUTH JUCIYT.

JloKJTaquuKu JOJDKHBI 3HATh M YMETh: COOONIaTh HOBYHO HWHGOPMAIUIO; HCIOJIB30BaTh
TEXHUYECKHUE CPEJICTBA; XOPOILIO OPUEHTHUPOBATHCS B TEME BCErO0 CEMUHAPCKOTO 3aHSATUS;
JUCKYTHUPOBaTh U OBICTPO OTBEUaTh Ha 3a/JaHHBIC BOIMPOCHI; YETKO BBINOIHITH YCTAHOBJICHHBIN
pernament (He Oosiee 10 MUHYT); UMETh MPEJCTABICHNE O KOMITO3UIITMOHHON CTPYKTYpE TOKIa1a

v JIp.

CrpyKTypa BBICTYILICHUS

Berynienne momoraer oOecneuuTh yclex BBICTYIUIEHHs IO Ji00oiM Temaruke. Bceryrenue
JIOJDKHO COJEpIKaTh: Ha3BaHHE, COOOILEHUE OCHOBHOM MJEH, COBPEMEHHYIO OLIEHKY IpeIMeTa
U3JI0KEHUs1, KPaTKOe MepeYrcIeHUe paccMaTpruBaeMbIX BOIIPOCOB, KHUBYIO HHTEPECHYIO (OpMY
M3JI0KEHUS, aKIIEHTUPOBaHUE BHUMAHMSI HAa BaXKHBIX MOMEHTAaX, OPUTMHAIBHOCTD ITOAXO0/A.
OcHOBHas 4acTh, B KOTOPOW BBICTYMAIONIUI TOJKEH TITyOOKO PaCKpBITh CYTh 3aTPOHYTOM TEMBI,
OOBIYHO CTPOUTCS IO MPHUHIMITY OTYETa. 3aJadya OCHOBHOM YacTH — IMPEACTABUTH JOCTATOYHO
JAHHBIX JJIS TOTO, YTOOBI CIyLIaTead 3auHTEPEeCOBAJIMCH TEMON M 3aXOTEIM O3HAKOMHUTBCS C
marepuanamu. [Ipu 3ToM Joruueckasi CTpyKTypa TEOPETHUYECKOro OJIOKa HE JOJKHBI JaBaThCS
0e3 HarJIsAHbIX T0COOUH, ayIMOBU3YalIbHBIX U BU3YaIbHBIX MATEPHAIIOB.

3aKiioueHne — SICHOE, YeTKoe O0O0OIIeHHEe U KpaTKHE BBIBOABI, KOTOPBIX BCEraa XayT

CIIymaTeiin

Hanucanne noknana

Hoxnang — mnyOmmuHoe cooOlleHre, TMpeNCTaBisonee coOol pa3BEPHYTOE H3IOKEHHE
ONPENCIEHHON TEMBI.

Drarbl MOATOTOBKH JTOKJIa/a:

1. Onpenenenue uenu J0KIaaa.

2. ITogGop HEOOXOAMMOTO MaTepuala, OMPELISIIONIErO CoAepKaHNue JOKIaaa.

3. CocraBieHue IaaHa JOKJaaa, paclpeielieHHe COOpPaHHOTO MaTepuana B HEOOXOAMMOMN
JIOTUYECKON TOCTIE0BATEIHHOCTH.

4. O01ee 3HAKOMCTBO C JINTEPATypOH U BBIICIICHHUE CPEIH HCTOYHUKOB TJIABHOTO.

5. YTouHeHue miaaHa, 0oTOOp MaTepuaia K KaxkaI0My MyHKTY IJIaHa.
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6. KommosurmmonHoe ohopmiieHne J0KIaaa.

7. 3ayurBaHue, 3alIOMUHAHUE TEKCTA JJOKJIa/a, MOATOTOBKH T€3UCOB BBICTYILJICHHUS.

8. BoIcTymuieHue ¢ TIOKIag0M.

9. OGcyxIeHne moKIaaa.

10. OnieHuBanue ToKjiIana

Komnosumnmonnoe odopMieHne AOKIaga — 3TO €ro peaibHas peueBas BHEIIHSS CTPYKTypa, B
HEH OTpa)xaeTcsi COOTHOIIEHME YacTel BBICTYIUICHUS 10 UX LEIH, CTUJIUCTUYECKUM
OCOOEHHOCTSIM, MO O0BEMY, COUETAHHUIO PAIMOHAIBHBIX W AIMOIMOHAJIBHBIX MOMEHTOB, Kak
MpaBUJIO, AJIEMEHTAMU KOMITO3UIIMK JIOKJIaAa SBISIIOTCS: BCTYIUICHUE, ONPECIICHHE MpeaMeTa
BBICTYTIICHHUS, U3JI0KEHUE (OTPOBEPIKEHUE), 3aKITIOUCHHUE.

Berymienne momoraet 00ecreynTh yerneX BICTYIUICHHS 110 JIF000M TeMaTHKe.

Berymuienue g0KHO cofepKaTh:

1. Ha3BaHuUe MOKIAIa;

. COO0IIEHNE OCHOBHOM HJICH;

. COBPEMEHHYIO OIIEHKY IIPEIMETa U3JI0KEHNUS,

. KpaTKoe MepEeYUCIICHIE PAaCCMaTPUBAEMbIX BOTIPOCOB;

. HHTCPCCHYIO AJIsA cnymaTeJIeﬁ (bOpMy HU3JI0KCHUA,

AN W KW

. aKIIEHTUPOBAHUE OPUTHHAIBHOCTHU MOAXO0A.

BricTynnenue cocTouT U3 Cleayromux 4acTei:

OcHoBHasl 4acCTh, B KOTOPOW BBICTYIAIOLIUHN JOKEH PACKPHITh CYyTh TEMbI, OOBIYHO CTPOUTCS IO
MPUHIMITY OTY€Ta. 3a7aua OCHOBHON YacTH: MPEJCTaBUTh JOCTATOYHO JAHHBIX JUISI TOTO, YTOOBI
CIIyIATEIN 3aUHTEPECOBAIMCH TEMON U 3aX0TEIM 03HAKOMUTHCS C MaTepHalaMu.

3akiroueHue - 3To YETKOe 0000IIeHNE U KPaTKUE BBIBOJIBI IO U3J1araeéMoi TeMe.

IIpy mOAroTOBKE K YCTHOMY OTBETY CTYACHTY pa3pelacrcs I0JIb30BaTbCsl TOJIKOBBIMU
CIIOBapsIMH.

IIpu npoBepKe MMCBbMEHHOTO 33JaHNsl OLICHUBAKOTCS:

- IIyOMHA CoJepXaHHs CO3/1aHHOTO IMUCBMEHHOIO TEKCTa M €ro COOTBETCTBHE 3aJaHHOMN
TEMAaTHUKE;

- YMEHHE KOMIIO3UIIMOHHO TPAMOTHO CTPOUTH BBICKA3bIBAHUE, UCIIONIb3Ys a/I€KBATHBIE CIIOCOOBI
BBIPDAKEHHSI CEMaHTUYECKOM, KOMMYHMKAaTHBHOM M CTPYKTYpPHOM NPEEMCTBEHHOCTH BHYTpHU
TEKCTa,;

- JIeKCHMKO-TpaMMaTH4ecKas, —CHHTaKCHYecKas, CTWIMCTHYecKas U  opdorpaduueckas

TpaMOTHOCTD U3JIOKCHHUA.
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[Ipu npoBepke yCTHBIX 3aJJaHUM OLICHUBAIOTCS:

- CTCTICHh NMOHMMAHUS CTAaThH (TEKCTa), yMEHHE (DOHETHYECKH, JICKCHUECKH U TPAMMATHYCCKU
rPaMOTHO M3JIaraTh COACpPXKAHUE TEKCTa © KOMMEHTHPOBATh €T0, BHIOMpAsl S3BIKOBBIC CPENICTBA,
CIOCOOCTBYIOIIIHE BBIJICIICHUIO peieBaHTHON nHpopManuu (3aganus 2, 3);

- KOPPEKTHOCTb, TITyOWHA U TIOJTHOTA JJMHIBOCTHIIMCTHYECKOTO aHaimu3a (3ananue 2);

- COIEpKATEIhHOCTh, TIOJHOTA, OEMJIOCTh M S3BIKOBAas T'PAMOTHOCTH MOHOJIOTHYECKOTO
BbICKa3bIBaHus (3aanue 3);

- aJICKBaTHOE HCITOJIb30BaHHE MPOMJICHHOTO B TCUCHHE CEMECTpa TEMaTHYECKOTO W JIGKCHKO-

rpaMMaTudeckoro Marepuana (3aganue 4).
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